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The only standard typewriter with light-light Golden=Jouoh 


N OW |! Lightest touch in standard typewriter 


history—brings you easy Tap-Tap typing! 
It took the totally new Underwood “Touch- 


Up t0 26% less Master” to end back-breaking, pound-pound 


typing forever! Just a light tap-tap puts those 


typing effort Golden-Touch keys into action. Immediately 


you'll feel the wonderful difference—and love it! 


Magic Extras of Golden-Touch 
Extra-easy carriage return —a light “flick” 
does it! 

Extra-smart letters with far greater ease. 
Extra-clear carbons galore with Golden-Touch. 


{| For a Golden-Touch demonstration, 


unene || call your Underwood Showroom — 
|| listed in the Yellow Pages. 
A —— 
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“TBOOSTED MY SHORTHAND 





SPEED TO 120 WORDS A MINUTE 


Look What These Experts 
Say About This 
Wonderful New System! 


The key to shorthand speed is regular dictation prac- 

tice, and your records provide the student secretary 

with a rich supplement to such a program. The very 

precise and clear manner in which they are dictated 
makes easier the climb to greater shorthand speed. 

William Cohen, World's Shorthand Champion 

(280 wpm for 5 minutes) 


In my estimation the dictation disc system of develop- 
ing speed is the best I have ever seen. 

Thomas Cole, Chairman, Committee on Professional Education 

N. Y. State Shorthand Reporters 


Your dictation records are made to order for the 
teaching profession. They ease my chores and make the 
students’ work more enjoyable. By providing graded 
dictation in l-minute spurts, the results have been 
phenomenal! Paul Simone, Author of “A Stroke in Time’’ 

Instructor, Columbia University 


We are using your records and find them invaluable in 
teaching shorthand. The records are clear and distinct 
and the students love to take dictation from them. It 
is a pleasure to recommend your records to any school 
teaching business subjects. They will greatly increase 
the efficiency of the department. E. 0. Fenton, President 

American Institute of Business, Des Moines, lowa 





DICTATION DISC COMPANY 
45 rpm — Extended Play 


Brief Forms & Phrases 
15 minutes dictation 


on 45 rpm — 15 minutes 








— by listening to records!“ 


Amazing New 
Method Guarantees 
To Increase Your 
Shorthand Speed 
—Boost Your Salary 
$10 to $20 Per Week! 
Now Being Used 
and Recommended 
by 468 Leading 
Schools! 





15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 


In All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 


Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Dise just for you. Check below the ones you want. Send no 
money — just the coupon. On arrival pay price indicated plus COD and 
handling charges. Or, enclose cash, check or money order now and we will 
ship your records postpaid. Either way — this method MUST do every- 
thing we say it will or you may return records in 10,days for full refund. 
Mail the coupon now! 


DICTATION DISC CO. 


Dept. TS-6 170 Broadway, New York 38, N.Y. 














Complete Set — $12.50 
Both Sets Comp. $23.50 





No. 4 170 & 180 wpm 
Complete Set — $5.75 


! 4 $1.75 each $1.75 each 
1 0 No. 1 60 & 70 wpm O No. 1 40 & 60 wpm 
| 4 O No.2 70& 80wpm [No.2 70 & 90 wpm 
{= } 0 No. 3 80 & 90 wpm 
I fou «= No. 4 90 & 100 wpm Elementary Dictation 
I O No.5 100 & 110 wpm — 9 45 rpm — 15 minutes 
—" 0 No 6 100 & 110 wpm $1.75 each 
1 [ < } OO No.7 110 & 120 wpm 
Ww O No. 8 120 & 130 wpm O No. 3 40 & 50 wpm 
| ©) Complete Set — $12.50 0) No. 4 50 & 60 wpm 
(45 rpm continued) C) Complete Set — $5.75 
] 4) . ~ (4 records) 
— O No. 9 60 & 70 wpm 
lz L “4 = > = “pm Court Reporter Dictation 
tome Legler . on on 45 rpm — 15 minutes 
1 O No. 12 90 & 100 wpm $1.75 each 
‘ OO No. 13 100 & 110 wpm = 
i — O No. 14 100&110 wpm [No.1 130 & 140 wpm 
t = O No. 15 110 & 120 wpm CO) No.2 140 & 150 wpm 
O No. 16 120 & 130 wpm ] No.3 150 & 160 wpm 
1 -— 0 
| O 
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ree inerrant, 
170 Broadway, New York 38, N. Y. Dept. TS-6 “The Nassau" — | 
33-1/3 rpm — Long Play Court Reporter Dictation $19.95 i 
45 minutes dictation on Long Play — 45 minutes by Decca | 
$5.00 each $5.00 each § 
> 
C No.1 60t0 90pm No.1 140 t0 170 wpm oy 
(1) No.2 70 to 100 wpm OD No. 2 180 to 200 wpm © Excellent fidelity I 
f} No.3 90 to 120 wpm () Complete Set — $8.75 o Gemmmnead 
f No. 4 100 to 130 wpm | 
(1) Complete Set — $18.00 
Please send me the records indicated. On arrival I will i 
pay price indicated plus COD and —— aaron. 4 
I must be delighted or may return record(s) in 
78 rpm — Standard days for full sotund : t 
10 minutes dictation é d ver 
$2.50 each a I enclose full payment now, please ship records ' 
postpaid. Same money-back guarantee 
O No.1 60 & 70 wpm i 
0 No. 2 70 & 80 wpm 
[ No.3 80 & 90 wpm CC ———— oni i 
0) No. 4 90 & 100 wpm 
(1) No. 5 100 & 110 wpm 4 
} No.6 100 & 110 wpm i icntcuntninnntinttiimininninmninnmnnmuneienn ” i 
} No. 7 110 & 120 wpm 
[] No. 8 120 & 130 wom i 
0) Complete Set — $16.06 — COV V...n.....cerscccrcercsccrevsnssersssrsserenessnenseneneessssnssssesenses Oe mrsvsesenes STATE... ‘ 
ume ee Se ee Se ee ee 
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( N OUR COVER-A billowing skirt of 

soft, shadow-plaid dotted Swiss, 
matched with a fitted sleeveless bodice 
shirred at the shoulders. By Nelly de Grab. 
In lilac, sizes 8-16. Skirt, about $15. 
Blouse, about $7. Available at Strawbridge 
and Clothier, Philadelphia; H. Milgrim 
and Bros., Inc., New York; and Bullock’s, 
Los Angeles. 


NSA Convention 


“WeE CAN BE BETTER than we are,” say 
members of the National Secretaries Asso- 
ciation. And with these words as their 
theme, they will journey to St. Louis, 
Missouri, this vear for their annual con- 
vention, The program, whic h is scheduled 
to run from July 17 through July 20, will 
begin with a series of workshops on the 
first day. High light of the official opening 
on Thursday, July 18, will be an address 
by the keynote speaker, Jim Low. Mr. Low 
is staff speaker for the National Association 
of Manufacturers. Selection of the Secre- 
tary of the Year will also take place on 
Thursday. 

This year, the international aspects of 
the Association have been emphasized by 
having Howard Widden, foreign editor of 
Business Week, as the main speaker on 
Saturday, July 20. Climax of Saturday’s 
events will be a banquet, at which the 
installation of newly elected officers will 
take place. 


Charm School Boosts Morale 


WoMEN EMPLOYEES who are poised and 
charming are a definite asset to a company, 
according to a Des Moines, Iowa, publish- 
ing firm. The firm, the Meredith Publish- 
ing Company, recently held a week-long 
charm school for all women employees. 
Management has found that the course is 
already paying off in practical business 
applications as well as in better morale 
and improved company public relations. 

“We feel the proper handling of office 
and manual skills is only part of the story 
in business and industry today,” said 
Edwin T. Meredith, Jr., vice-president 
and general manager of the firm. “That’s 
why we were pleased we could make 
available to our employees the helpful 
training the course provides.” 

Although heavy emphasis was on office 
poise and manners, the course also covered 
diet and exercise, make-up, hair styling, 
voice and diction, and wardrobe styling. 











Yes, the IBM Electric can handle a crisis—it turns out... 


sales -clinching The IBM Electric gives you the distinctive typing you 


and your boss can be proud of always uniform no 





matter what touch you use 








typing...ata 


In every way the IBM saves you energy and time: 

it requires 95.4% less “finger-effort” than a manual. . . 

plane ” catching it offers the exclusive IBM “Speed-Level” keyboard o—- 

and, most impdrtant, the IBM is the world’s simplest 

electric in design and operation - the most dependable 
in performance! Suggest a call to IBM today! 








pace! 





ELECTRIC 
; IBM TYPEWRITERS 


—OUTSELL ALL OTHER ELECTRICS COMBINED / 
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Extra Length 
Extra Strength— 
and a 
Silver 


Leader, 
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~~ WRITEMASTER 
Carbon Ribbons 


You get more letters to the roll with 
WRITEMASTER Carbon Paper Ribbons, 
They're wound tighter to give you extra 
length. That means less time out for 
ribbon changes. 

When you do change, WRITEMASTER’S 
Silver Leader makes a quick, clean job of 
it. No wrappers to remove, no danger of 
unraveling, no soiled fingers. Just pull 
the tab and insert the ribbon. 

Silver Streak near the end warns when 
roll is running out. WRITEMASTER’S 
specially designed tissue takes tough 
treatment without breaking. Suitable for 
any machine using carbon ribbons, 


print-like impressions 

WRITEMASTER produces crisper orig- 
inals for copying — and correspondence 
that’s a joy to behold. Each typed char- 
acter stands out crystal clear with no 
fuzzy edges — like the print on a fine 
manuscript. Test it against the ribbon 
you're now using. You'll like the differ- 
ence. If your dealer can’t supply you, 
be our guest. Clip coupon for Free 


sample. 


PEERLESS 


COMPANY,’ INC. 


Peerless Place, Newark 12, N.J. 














1 ; ' 
1 Please send me a Carbon Paper Ribbon Sample. 4 
i 1 
1 Name _ — | 
- Firm - : 
1 Street = ! 
1 ' 
4 City Zone_______ State__ 1 
; ee cect ; 





Ask the kxperts... 





Q. Please tell me if it is now acceptable 
to begin a sentence with the conjunctions 


and, but, and because. 


A. Formerly, it was considered to be 
better writing not to begin sentences with 
and and but. Today, however, when so 
much of our writing is informal in style, 
with short sentences, these conjunctions 
are often placed at the beginning of a 
sentence. Should too many sentences 
start with these conjunctions, some of 
them may be made less noticeable by 
joining two sentences, thus forming a 
compound sentence. 

Because, on the other hand, is a sub- 
ordinate conjunction. Many times, a sub- 
ordinate clause precedes the main clause, 
thus: “Because it is late, | move that we 
adjourn.” This construction is correct. 





Q. Sam Smith agreed to allow another firm 
to store its dry goods in his company’s ware- 
house. {iter the goods had been stored. the 
warehouse burned down. Everything in it 
was destroyed. Was Sam Smith, or the com- 
pany he represented, liable to pay for the 


firm’s damages ? 


A. This isa gratuitous bailment—a bail- 
ment for the sole benefit of the bailor. It 
is assumed that the other firm did not pay 
for the privileges of storing the goods. 
Smith, or the company that he repre- 
sented, would be liable only if gross 
negligence on Smith's or his company's 
part could be proved. 


Q. My boss very often ends his letters with 
the phrase, Best personal regards. Should 
this be considered as part of the body of the 
letter. or should it be the complimentary 
closing? 

I have always typed it as the last para- 
graph of the letter. Is this correct? 


A. Such a phrase as you quote may be 
considered as either a separate paragraph 
or as a complimentary closing. Either one 
would be correct. If, in addition to Best 
personal regards, your employer gives a 
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complimentary closing, you should type 
the phrase as a separate paragraph in 
the body of the letter. Otherwise, the 
complimentary closing may be omitted 
and Best personal regards used instead. 


Q. When correspondence requires an an- 
swer, is the file copy or another copy used 
in the follow-up file? 


A. When an incoming letter needs to be 
followed up, two copies of the acknow!l- 
edgment are made. The first copy is filed 
in the active file with the incoming letter 
that has been marked in the lower right- 
hand corner to show the follow-up date. 
The second copy is filed in the follow-up 
file behind the correct guide. Sometimes 
different colors for each of these copies 
are used to identify them quickly and to 
prevent them from being filed in the 
wrong file. 

Some file operators prefer to use a sub- 
stitution guide instead of a second copy. 
making note of the letter to be followed 
up on the substitution guide and filing 
that guide in the follow-up file. When the 
letter is withdrawn for follow-up, the sub- 
stitution guide is inserted in the active- 
file folder in place of the letter to show 
where the actual letter is. 

In either case. however, the active file 
is complete at all times. 





QO. What is the correct way to type the 
cL 

following title: General Manager Trafh« 
Division. 


A. The correct style for typing the title 
you quote is: General Manager, Traffic 
Division. 

In other words, a comma should sepa- 
rate the title from the name of the firm 
or division. When used in this manner. 
the comma really takes the place of the 
omitted words, “of the.” 


Q. When is the word alternative properly 
used ? 


A, Purists would say that alternative is 








Business English ..... E. Lillian Hutchinson 
Secretarial Practice .. Madeline S. Strony 


Business Law ........ R. Robert Rosenberg 
Bookkeeping .. ..... J Marshall Hanna 
Typewriting ......... Alan C. Lloyd 
Business Arithmetic ..Vivian W. Kline 
Shorthand ......... Charles E. Zoubek 
Pe N. Mae Sawyer 





properly used where there is a choice be- 
tween two things. For a larger number of 
possibilities, choice is preferable. It would 
be incorrect, for example, to say, “It was 
the only alternative open to me.” Most 
dictionaries, however. now extend the 
meaning of alternative to cover one of 
several possibilities. 





Q. Is it acceptable to double space the 
x 
body of a letter and single space the inside 


address? 


A. Yes, itis permissible to double space 
the body of a letter and to single space 
the inside address. This is not done very 
often, but there is nothing wrong in doing 
it. 


Q. What is a quiet title? 


A. When there is an outstanding defect 
in a title, the procedure followed to cure 
that defect is called a bill to (silence) 
quiet title. 


Q. If the name of a specific person is typed 
§ 

in the inside address, is it permissible to 
use Dear Sir or Dear Madam as the saluta- 


tion? 


A, Itis perfectly proper to use Dear Sir 
in the salutation even though the name 
of the addressee is typed in the inside 
address. Almost everyone these days, 
however, uses the name of the addressee, 
if he knows it, instead of Dear Sir. Such 
a practice “personalizes” the letter. 


Q. Will you please tell me how to punc- 
tuate the following phrase: in the enclosed 


stamped self-addressed envelope. 


{. We recommend the following punc- 
tuation: in the enclosed, stamped self-ad- 
dressed envelope. 

The phrase self-addressed envelope is 
a unit, and enclosed and stamped are two 
adjectives modifying the thought ex- 
pressed in the unit. These simple tests 
are useful in such constructions. If and 


could be inserted between t:¢ ad‘ectives 





typin 
typing ert 
g, errorr 


rorrs VAAN) 


ish 


i s yvani sh 
typin 
Yo 
typing °F > 


g error 





typing errors vanish 
rs yanish 


typing erro 


... all you need is a pencil eraser and 


EAGLE-A TYPE-ERASE PAPER 


Yes, at the touch of an ordinary pencil eraser, typing 
errors “wipe” right off the surface of Eagle-A Type-Erase 
paper—leaving no smudge, no scraped look. Thanks to a 
special finish, you can erase a single letter, a word, a whole 
line in seconds. And when you type in the correction, 

you won’t be able to detect your erasure! Ask your stationer 
for Eagle-A Type-Erase in bond and onion skin weights 
—it costs no more than any other good rag content bond 
or onion skin. Available in letter and legal sizes, plain 

or ruled...in packets or the Eagle-A “Hinge-Top” box. 


Secretaries and teachers: for free Type-Erase test 

sheets and Eagle-A’s unique Letter Placement Guide, write 
on your firm or school letterhead to Department S, 
American Writing Paper Corporation, Holyoke, Mass. 


FAGLE-A BOXED 
TYPEWRITER PAPERS 


100% RAG EXTRA No. 1: Coupon Bond 

100% RAG:-Agawam Bond; Coupon, Agawam Onion Skins 
75% RAG: Contract Bond « 50% RAG: Acceptance Bond 
25% RAG: Trojan Bond, Onion Skin and MS. Cover 
SULPHITE: Quality Bond, Onion Skin and Manifold 

TY PE-ERASE: Bond, Onion Skin—with “built-in erasability” 














TODAY’S SECRETARY @ june, 1957 





ut 














* 
effi-cien.cy 
(i-fish-oen-si), n., pl.—cies. 1. ability 
to produce the effect wanted with- 


out waste of time, 


energy, etc. 


2. efficient operation. 


and. that's what 
you'll achieue if you whe & 


With the Thorndike - Barnhart 
Comprehensive Desk Dictionary 
on your desk you'll KNOW you 
are right every time you look up 
an unfamiliar word! 80,000 
terms defined in one handy book 
— plus 30,000 facts about the 
meanings, spelling, punctuation, 
origin and use of the most fre- 
quently used words in the Eng- 
lish language. 10,000 explana- 
tory examples, 700 illustrations. 
896 pages for only $2.95. 
(Thumb-indexed — $3.50) 


At all booksellers 
DOUBLEDAY 














~ SPEED 


INTO 
ERASING! 





If you're not using Weldon 
Roberts Jet Erasers try 
them and see how much eas- 
ier they are to handle and 
use, how cleanly they erase, 
how much time they save. 
They’re NOT _ mechanica! 
gadgets, but cylindrical stick 
erasers (about fountain-pen 
size) in attractive, transpar- 
ent plastic holders—nothing 
to get out of order. Holder 
tip unscrews so eraser stick 
can be moved outward. 


3 SMOOTH-ERASING TEXTURES 
No. 825 Red Rubber core, for 
pencil erosing 
No. 827 Gray Rubber core, for 
erasing ink and type- 
writing 

No. 838 Green Rubber core, for 
erasing ball point pen 
and pencil 





Teun nnsmmuninimnaald esate NSPE SN 
et 


m1 


Refills, of Course 
BRUSH WHISK STYLE for typing 
POCKET CLIP STYLE for general use 
ASK YOUR OFFICE MANAGER OR STATIONER 
FOR WELDON ROBERTS JET ERASERS NOW! 
WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 
World's Foremost Eraser Specialists 
arene EE DY Ln eam 















Correct Mistakes in Any Language 





FLICK A LINE 
finds the line 
everytime 








Reverse its panel! 
Change its height! 
Flick its rubber wheel! 


Genuine walnut base with pencil groove and 
book ledge. Inclined masonite panel 83, x 14. 


low, low $5.95 prepaid 


The ONLY four-way.... 
COMPLETE copy holder 
Preferred by professionals. 


FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville, Ky. 
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(as it could be between enclosed and 
stamped) or if the adjectives could be 
reversed (reading stamped, enclosed). 
then commas should separate the adjec- 
tives. 


Q. As a stenographer, I often find that the 
person dictating will use okay (O.K.). ] am 
in doubt as to whether it should be written 
OK or okay. Will you please give me your 
opinion? 


A. The latest edition of Webster gives 
O.K. and okay. Another style manual! 
gives OK. Apparently any one of these 
representations may be used. The trend 
seems to be toward the use of OK be- 
cause it saves time in typing. You might 
ask your employer to indicate his prefer- 
ence. 





Q. What is the correct usage of Reverend 
in the salutation of a letter? 

A. The that the correct 
usage of Reverend are really simple, but 


rules govern 
they trouble many secretaries. In a salu- 
tation, Reverend is not used. Mr. or Dr. 
would be correct. 

Reverend is not a title of rank, but of 
respect. It should always be followed by 
either a given name or a title. For ex- 
ample: 

The Reverend Mr. Page 

The Reverend John Page 

The Reverend Dr. Eliot 

It would not be correct, in the third ex- 
ample, to write The Reverend Dr. Eliot, 
D.D. 

Incidentally, the rules for the use of 
The Honorable are the same. 


Q. I would appreciate your telling me hou 
to set up the second page of a business letter. 


A. Some of the rules for arranging the 

second page of a letter are: 

1. Use a plain sheet of paper, never a 
letterhead. 

2. Use the same left and right margins 

that you used for the first page. 

3. Start the heading 1 inch from the top 
edge and leave four spaces between 
the heading and the first line of the 
continued body of the letter. 

4. There are several styles for the head- 
ing—the following is excellent: 


Mr. L. S. Jones 2 May 1, 1957 


Q. When is the prefix re hyphenated? 


A. When the prefix re is the first syllable 
of a word, it is followed by a hyphen if 
the word begins with the letter e, as re- 
educate, re-enter. If the word does not be- 
gin with an e, no hyphen is used, as 
redistribute, reassign. 











Up to now, you've had to touch a typewriter ribbon 
to change it. It’s messy and time consuming 
and you waste many minutes getting your hands dirty. 


Look—you’re a quick-change artist! 


with Roytype’s* amazing new Twin-Pak .. . and ‘‘letter-perfect” Park Avenue” Ribbon! 


New Twin-Pak ribbon for new To change, just lift out the old Look—no smudgy fingers! you 
Royal Standard and Electric Twin-Pak ...drop in the new. never touch the ribbon. You’re 
Typewriters comes rolled in two It’s so simple you can do it typing in seconds on “letter- 
plastic cases. There’s nothing to ‘en, blindfolded! perfect” Park Avenue ribbon. 
wind! Nothing to thread! *. 


Order your Twin-Pak now with 
Park Avenue ribbon—the ribbon 
that lasts longer because it is 
longer. Makes a better impression 
because it’s extra sheer! 


ROYTYPE.. . carbon papers, ribbons 


quality supplies for all business machines 





Products of Royal McBee Corporation, world’s largest manufacturer of typewriters 
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Special 
$7.95 


Clipper 
$18.50 
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SHEAFFER'S SNORKEL PEN 
modern filling, nothing to take apart 


or dismantle. Personalized points. 
Many styles, colors and prices. 


) 














By ate alls NEW 
FEATHERTOUCH BALLPOINT 
with giant Five-in-One refill, writes 5 
times longer than ordinary ball- 
points. $1.95 


SHEAFFER'S NEW 

CARTRIDGE PEN... the 
fountain pen that fills like a ballpoint 
Clean and convenient. $2.95 


tin—_ 


~ 
“ree, 
~ 
~ 
~ 
ae, 
ene 


SHEAFFER shows you 
at your best 


like the true you with a Sheaffer 
pen or pencil. There’s this, too. 
Although you get the finest . . . you 
Every office note, every memo, every won't have to spend a lot of money 


SHEAFFER'S UTILITY PENCIL 
...@asy in and out lead action. 
Large ‘‘no-smudge” eraser. $1.95 


@eeeeeeeeeseeeeeeeeeeeeeenses 





word you write whispers something 
about you! That’s why you want your 
writing to look its best always. And 
whatever you write will look more 


for your Sheaffer. You can select the 
price and the style that is comfort- 
ably-suited to your purse .. . and 
your special writing needs! 


SHEAFFER'S 


When it comes to writing—come to Sheaffer's 


W. A. Sheaffer Pen Company, Fort Madison, lowa, U.S.A. e¢ In Canada: Goderich, Ontario » In Great Britain: 
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ae ’ SKRIP WRITING 
ntks | git sidee FLUID . . . makes 

i any pen write better 
and last longer. 
Permanent and 
washable colors. 
2 oz. bottle. . .19¢ 








THIN AND THICK 
LEADS .. . 19¢ tube 


ERASERS in 5 con- ‘ 
venient sizes . . . 19¢ ay 





London e In Australia: Melbourne 
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SECRETARIAL 


book 
shelf 


Practical Office Timesavers, compiled 
by the National Office Management Asso- 
ciation, reveals hundreds of ideas for short 
cuts in office procedures. Each idea has 
been contributed by the company that 
developed it and found it effective. Cov- 
ering such basic office procedures as bill- 
ing, filing, mailing, and typing, the book 
describes how each operation was _ per- 
formed before the timesaving idea was 
used. Then it gives the resulting benefits 
of the short cut. All ideas involve non- 
manufactured items and can be put into 
use at once. Practical Office Timesavers 
will be distributed by McGraw-Hill Book 
Service, 330 West 42 Street, New York 36, 
New York. 279 pages, $5. 





Filing Facts, by Coleman R. Chamber- 
lin, is written with every member of the 
office force in mind. It is not a text, but 
a guide to efficient, economical filing 
methods. Looking for a way to streamline 
and modernize your filing system? This 
book will help with that, too! Included are 
suggestions for simplifying paper-work 
routines, saving steps and time, and color- 
coding your present files. All ideas are 
presented on a “do-it-yourself” basis. 
Filing Facts is published by the National 
Filing Aid Bureau, 342 Madison Avenue, 
New York 17, New York. 67 pages, $2.50. 


Are you “word-poor” when your job 
requires you to be “word-rich”? In Word 
Finder there are close to a million words, 
classified according to a new method that 
enables you to find instantly the word 
you require. There is no index to consult 
first—the words are listed alphabetically. 
Included under each word are adjectives, 
verbs, and adverbs; if you refer to a noun, 
for example, you are supplied with adjec- 
tives that describe all the qualities of that 
noun and a group of verbs that use the 
noun as both subject and object of their 
action. Word Finder is published by 
Rodale Books, Inc., Sixth and Minor 
Streets, Emmaus, Pennsylvania. 1317 
pages, $6.95. 


If you've ever wondered about your 
benefits under the new Social Security 
laws, What Social Security Means to 
Women will prove most helpful. It tells 
you everything you need to know about 
old-age and survivors insurance, women 
brought under this program of insurance 
since 1950, and what the plan can do for 
you. The 25-page pamphlet is issued by 
the Women’s Bureau of the United States 
Department of Labor. For information on 
where you can obtain it, write to your 
nearest Social Security district office or the 
United States Department of Labor, 
Washington 25, D.C. Request Women’s 
Bureau Pamphlet Three, 1957. 
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Duplicator 


They're designed to “office print” extra 
wide impressions on all types of paper 
stock, including airmailweight. Using 
paste ink, your finished work has that 
fine-printing look. Geha quickly pro- 
duces letters, bulletins, advertising, 
postcards (long or wide way), forms, 
and other useful “print” jobs. Distrib- 
uted and fully guaranteed by makers 
of Tempo products. 


MILO HARDING CO. 


Los Angeles * Cleveland « Pittsburgh 
San Francisco * Washington, D. C. 


Manufacturers and distributors of 


Vara 


AMERICA’S MOST COMPLETE LINE 
OF STENCIL DUPLICATING PRODUCTS 
INKS — DUPLICATORS — STENCILS 
TEMPOSCOPES — ACCESSORIES — SUPPLIES 





® Today's finest dual cylinder 
stencil duplicator. 


© Five great models, electric and hand. 
Prices start at $199.00 


We also manufacture Tempo IMPERIAL, king 
of high-speed, heavy production duplicators. 


MAIL COUPON TODAY FOR COMPLETE DETAILS 
Pee nena ou» aus au» aa ae 
Milo Harding Company, Dept. 7AC 
500 Monterey Pass Rd., Monterey Park, Calif. 
Rush brochure and price information on 
( ) Geho Stencil Duplicators 
{ ) Tempo imperial Duplicator 





FIRM 





ADDRESS 





CITY & STATE 





| 
| | 
| | 
; | 
| a | 
| | 
| 
; | 
| | 
L | 














it’s the BLADE 
that makes the difference! 


... the razor-sharp, replaceable 
blade found only in the 


ORIGINAL DUX 


Precision Pencil Sharpener 


Always a sharp point with the twist of the 
wrist. Spillproof container in choice of 
three colors; wide variety desk and pocket 
models, including genuine leather-gold 
tooled. Many exquisite imports, brochure 
upon request. 


See your stationer or write 


FRED BAUMGARTEN, Exclusive Imports 
1000 Virginia Ave., N.E. Dept. X-6 Atlanta 6, Go. 
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: 
MANPOWER Inc. © 
Our work-travel i 
plan allows you 
to travel to over a 
100 cities and sa 
work as you go. . 






a Use coupon 
below for details 


manpower, inc. 
= oe — oe oe 
Manpower, Inc., 820 N. Plankinton Ave. 
Milwaukee, Wisconsin 

Please send me descriptive literature 
on your work-travel program 


Nome 
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Address - x 
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The Olivetti Lexikon is a true original, in 
the pleasing simplicity of its lines, in the 
“gentled” key action that cushions your 
fingers, in the satisfying look of letters you 
type on it. The Olivetti Lexikon Electric 
is equally special, in the way it looks 
(handsome) and the way it works (heav- 
enly). Wouldn’t you like to try a Lexikon? 
See your local Olivetti dealer. Olivetti 
Corporation of America, 580 Fifth Ave- 


nue, New York 36, New York. 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


Time for a Change 


O YOU'VE DECIDED you're 
S in a rut. You've even gone so 
far as to look at yourself and into 
vourself and decided that the cause 
isnt anything specific. You're happy 
with your job and your boss, your 
home life is good, your social life 
is normal—not extraordinary per- 
haps, but nothing to complain about 
either. Yet you feel a little dull. 

An unhappy state of affairs, ad- 
mittedly—but take heart. Every- 
body feels that way at one time or 
another, usually because life has 
fallen into a routine. What you 
need is a change—and the lazy, 
relaxed summer is the ideal time to 
get it. 

Since you spend so much time on 
the job, why not begin there? There 
are numerous ways to make the 
workday more exciting and interest- 
ing. For example, the summer 
months are often a good time to do 
a little housecleaning and redeco- 
rating. Give your work area a face- 
lifting; a bright cheerful office 
makes indoor living pleasanter. 

Start with your own little baili- 
wick. Hasn’t your desk become a 
storage house for a great many 
things for which you have little 
use? Supplies—paper, rubber bands, 
clips, pencils—have a way of ac- 
cumulating rapidly. Get rid of the 
“extras,” and rearrange the “neces- 
sities’ for easy accessibility. 

While you're at it, do a good 
cleaning job on your desk, both 
inside and outside. The dust and 
dirt may astonish you. (Better 
bring a smock from home, because 


youll need it.) You'll probably 
wind up with a desk that looks 
brand-new. Then, as a final touch, 
invest in a fresh flower or two. Dur- 
ing the warm months, this is an 
inexpensive way to make life more 
cheerful for you and the people 
who see you. 

Besides your own desk, there are 
probably a hundred things that 
have been small points of irritation. 
Have your files becomes archives? 
Are bookcases overcrowded? Even 
the rearrangement of files, book- 
cases, and pictures can give your 
office an entirely new look. 

If you have thoughts—drastic 
ones—like new furniture or paint- 
ing, talk to your boss about them. 
A good time for major redecorating 
tasks is during his vacation. Rare 
is the man who likes to be around 
when furniture is being moved, 
walls painted, and _ floors re- 
finished. I don’t say such projects 
are sheer fun—they're hard work, 
too—but they will make your daily 
living more colorful. 

Getting back to those desk 
drawers—how does the personal 
drawer look? Have you _ been 
hoarding nail polish for the last 
two years, holding on to emery 
boards and lipsticks that are no 
longer usable? There's only one 
thing to do with such out-of-date 
clutter. Throw it away. 

This might be the time, too, to 
add as well as subtract. New make- 
up does wonders for the morale. 
You can make a simple change 
(buy a new shade of lipstick) or a 
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major one (visit a beauty consultant 
for everything from cleansing cream 
to eyebrow pencil). And when you 
do fill your drawer with this ma- 
terial, don't hesitate to use it. A 
midday make-up habit is one to 
cultivate. Not only will you look 
better, but you'll also feel better. 

Routines can be changed in other 
ways, too. If you always bring your 
lunch and “eat in,” why not “eat 
out” several times a week? Choose 
a good luncheon companion, some- 
one with whom you can talk and 
laugh. Then make plans, and they 
needn't be expensive ones. For fun 
—and sunshine—bring a sandwich 
from home and dine in a nearby 
park or on a breeze-cooled ferry- 
boat. Or if you're one of those 
fortunate people who works neat 
museums and department stores, 
you might be able to fit in a quick 
lunch and a short tour. Start on a 
summer project. It can be learning 
more about art or about period 
furniture. It can be studying fash- 
ions and making plans to revamp 
your wardrobe. But remember, 
don’t undertake such projects five 
days a week; and limit them to your 
lunch hour. 

Your summer projects, of course, 
don't have to be limited to the hours 
between nine and five. With a little 
thought about what you've heard 
and read regarding the activities of 
your town, youre sure to find some- 
thing you haven't tried before. 

It's not pleasant to feel that 
you're in a rut—but it can be lots 
of fun finding your way out. 
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Oxford PENDAFLEX§ 


INTEGRATED 


NCE 







New “ONE-STOP” FILING METHOD 
saves you a thousand steps! 


NAME FILE 








Why is correspondence always in one file, 
invoices in another, original orders in another, 
and so on? 





It doesn’t make sense. When you want ALL 
Oxford the papers, you trot from file to file to file to 
—\P NAME IN FILING file 
= 
< bu, 















; There’s a better way, a step-saving way: the 
voot® new Oxford Pendaflex INTEGRATED 

ding EME ; = 

NAME FILE. 


es, Cards. Expan 


ALL of the papers of any one account are 
in one place, in one drawer, in one or more 
Oxford Pendaflex hanging folders, and 
properly segregated therein in sets of manila 
“interior” folders, ready for instant selection. 


— Oxford Filing Supply Co., Inc. 

B 12 Clinton Road, Garden City, N.Y. 

§ Tell me more about INF, your “ONE STOP” INF not only saves you a thousand steps, but 
i filing method. also costs less to install, costs less to operate 
and takes up less room in the files. 


For details, mail the coupon... 


i Address 
s City 


Lees wee eee eee eee 


OXFORD FILING SUPPLY CO., INC. 
Garden City * St. Louis * Chicago * Los Angeles 
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THE BOSS SPEAKS OUT 





The Seareh For 
The “Right” Secretary 


BY HAROLD B. 


SCHMIDHAUSER 


Director, Executive Action Course, American Management Association 


ROM TIME TO TIME, most 

companies, whether or not they 
have on-the-job-training programs, 
must look for secretaries outside 
their own organizations. In such 
cases, they usually utilize the serv- 
ices of an employment agency, 
preferably one that specializes in 
secretarial recruiting. What do 
these specialists look for in their 
search for the “right” secretary? 


FUNDAMENTALLY, they try to find 
the person who has the specific re- 
quirements for a particular posi- 
tion. This can prove to be a difficult 
task. But an employment expert 
has the necessary knowledge and 
experience to interview and correct- 
ly evaluate prospective candidates. 

To help him in his search for the 
right secretary for a particular job, 
the interviewer looks for three 
things: knowledge, attitudes, and 
skills, all in the proper balance, that 
lead to acceptable habits and pro- 
ductive behavior. If you take the 
first letters of these specifics—knowl- 
edge, attitudes, skills, and habits— 
you will find that, acrostically, they 
spell out KASH. It is her KASH 
position that determines just how 
right a secretary is for any given 
job. True, skills and knowledge are 
important—a company would de- 
mand them of any prospective 
secretary. But, in addition, most 
companies want a_ well-balanced 
person, one who in the adjustment 
to daily situations makes the maxi- 
mum use of all aspects of her KASH 
position. 

We usually have a good guide to 
a prospective employee's attitude if 
we allow her to express her feelings 
about the places and the people 
with whom she has been associated 


in the past. Often, before the con- 
versation has gone very far, an in- 
terviewer can discover just how a 
secretary acted in her previous jobs 
and why she did so. This is almost 
always a good indication of how 
she'll behave in a new job. 


THE WISE GIRL is one who remem- 
bers that knowledge and skills are 
only part of her KASH position. 
Overemphasis of these aspects pro- 
duces a poor secretary—one who 
feels that she has “arrived.” She 
tends to think she knows all the 
answers and is impatient with those 
who do not. Such a tendency is 
found among those who have a for- 
mal education as well as those with 
little formal background. In all 
these cases, they just don’t know 
that they don’t know. 

No executive wants a secretary 
who is not technically competent 
both in knowledge and skills. But 
more than this, an employer wants 
a person who can give acceptance 
and understanding as well as gain 
them. 


THE “RIGHT” SECRETARY is a dedi- 
cated person who believes in the 
process of thought as a productive 
way of life. Good common sense, 
planning, clear thinking, ingenuity, 
and creativeness in adapting to 
daily situations permits her to keep 
up to date and in a solvent KASH 
position at all times. 

If her KASH position is neglected 
and never added to or improved, it 
can become out of date. Naturally 
no “right” secretary allows hers to 
fall into this pattern. This is the 
girl that employers are hunting for; 
this is the ideal always sought and 
rarely attained. 
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BLAISDELL 
KLENZO 


The Secretary’s stand- 
by for swift, smooth 
erasure of type- 
writer, ink or ball 
point work. 
Rubber core 
stays fresh 
and clean! 

















Ideal for best erasure 
of fine details. Fine, 
firm point re- 
moves single 
letters. 














“BLAISDELL 
NEW WAY 


Has a gentle touch 
for pencil work and 
for correcting car- 
bon copies. Soft 
pink com- 
pound cleans 
as it cor- 
rects. 





FOR ALL ERASURES! 


With Blaisdell exclu- 
sive SPEE-D-POINT 
for perfect sharpening 
and STED-D-POINT 
for stay-fast cores. 


AT YOUR OFALER 


BLAISDELL 
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TOUGH 


... that REMINGTON RAND® Carbon Papers are truly 
revolutionary. They just won’t smudge under normal handling. 
That means clean hands for you, clean copies for the boss. 

The Remington Rand Laboratory of Advanced Research 
developed an entirely new method of processing waxes, dyes 
and toners to give you these revolutionary carbon papers. The 
‘“‘softness”’ that caused dirty hands and smudged copies in old- 
fashioned carbons is engineered out of REMINGTON RAND 
carbon paper finishes. 

And one touch of the keys gives you up to fifteen crisp copies. 
See for yourself. 

I POT Le he 


DIVISION OF SPERRY RAND CORPORATION 


Write for samples to Remington Rand, Room 1655, 315 Fourth Avenue, New York 10. 
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9DHioS at the ZOO 


O YOU TAKE DICTATION from the talking 
birds?” 

“Do you have to pack the elephants’ trunks?” 

“Do you file the lions’ claws?” 

These are a few of the more facetious .questions 
that might deluge a secretary who works at a zoo. 
Blue-eyed Rose Marie Tarantola, however, finds her 
secretarial chores much like those of a business-office 
secretary—with, she admits, a few differences here and 
there. 





Rose Marie’s boss is Dr. Leonard J. Goss, assist- 
ant director and veterinarian, who directs the ani- 
By Rollie Hochstein mal] hospital at the New York Zoological Park, bette: 
known as the Bronx Zoo. Although his working attire 
is usually a lab coat rather than the more convention- 
al gray-flannel suit, Doctor Goss does give dictation, 
follow an appointment schedule, keep up with corre- 
spondence, and turn in records. So Rose Marie's five 
day, nine-to-five work week has all the earmarks of 
other secretaries’ jobs. Her background and trainin” 
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are similar, too: high school commercial course and 





a business-administration course in college. But Rose 





Marie’s fondness for animals is a great help in her 





particular job. 











“In the zoo hospital, for instance,” she says with 
a smile, “I do have to write up the histories of ail- 
ing animals. One day I take notes during an operation 
on a monkeys arm, and the next day perhaps I'll file 
a treatment card for a snake with a sore mouth. And 
I guess not too many other secretaries get an otter 
caught in their skirts in the course of a day’s work.” 

The otter was a “patient” who escaped from his 
hospital cage one night and tangled with Rose Marie 


The zoo's correspondents have special problems. Dr. Charles P. when she arrived at work the next morning. A nearby 
Gandal dictates answers to some tough queries. 





\ 


keeper disengaged him with the help of a broom and 
| a net. 
Usually the hospitalized animals—in for examina- 
tion, treatment, or quarantine—are on fairly good 
behavior. 

“It can get noisy at times,’ Rose Marie admits. 
“At present we've a pair of gibbons in the hospital, 
and they hoot with hardly a pause all day long. And 
in the next cage is a mangabey (another kind of mon- 
key) that roars along with them. They're a terrible ’ 
trio and I can just about hear my phone ringing.” 

This could be serious, because Rose Marie’s phone 
rings often—sometimes with dire emergency on the 
other end. A housewife may urgently appeal for in- 
structions on how to banish a skunk from under her 
front porch. (“Bait him out and fill up the hole,” Rose 





Rose Marie's boss, Dr. Leonard J. Goss, inspects test-tube 
cultures as his secretary takes rapid notes. 


In surgery, anything can happen. Here 
an Indian langur is fitted with a col- 
lar designed to keep its paws away 
from a neck injury. 






























Marie will tell her, with authority gained from long 
experience with such requests.) Scientific researchers, 
hospital laboratories, and officials from other zoos call 
for technical information. Harassed pet owners ask 
for solutions to such problems as how to cheer up a 
sulky parakeet, what to feed a young monkey, how to 
cage an oversized turtle. Rose Marie competently 
ones; the “toughies” go to Doctor 
Charles P. Gandal. 


“We've even offered asylim to unwanted pets,” 


answers the easy 
Goss or his associate, Dr. 
udlds this helpful secretary with a trace of a twinkle 
in her eyes. “Occasionally someone phones to offer us 
a chicken or a duck, and we'll adopt it for our Chil- 
dren's Zoo or Farm-in-the-Zoo. The only trouble is that 
the donor sometimes comes to visit the zoo and wants 
us to point out his duck or chicken.” 

Marie's letters are like her 


phone calls: research labs, veterinarians, other zoos, 


Rose incoming much 


and pet owners from all over the world write for ad- 
information 
“We get at least five monkey 


vice and 
questions a week,” 
she estimates, “probably because owners are not fa- 
miliar with monkeys’ needs and can't get advice as 
easily as they can for dogs and cats. Next most fre- 
quent are letters about deodorized skunks. I answer 
some by myself and take dictation on the others. I can 
take about 120 words a minute in Gregg shorthand.” 

For the hospital itself, Rose Marie keeps files and 
veterinary records of all the animals in this grand- 


scale zoo. Every new member of the collection is 
quarantined for examination—the smaller and milder 
ones at the hospital, the larger and fiercer ones in the 
appropriate animal house. After a period of observa- 
tion and testing, the doctors assign the animals to 
permanent quarters and specify diets. Each animal's 
natural habitat—whether rocky, sandy, junglelike, or 
wet—is duplicated as closely as_ possible. 

The zoo buys most of its animals, but a goodly num- 
ber are contributed by travelers or traded by other 
zoos with a surplus. Some are sent by foreign coun- 
tries as a good-will gesture. And others arrive in a less 
orthodox manner. Rose Marie laughingly recalls the 
day when an express-delivery truckman appeared with 
a coyote in a crate. It had been sent as an anonymous 
gift to a family who, for some strange reason, refused 
to accept it. The zoo took it graciously. 

Rose Marie keeps entry cards for all incoming ani- 
mals. Then there are treatment cards, autopsy cards, 
and a cross index of all diagnoses. There are records 
for the cook room where food is prepared and stored 
for distribution throughout the zoo. And there is a 
daily register of all the hospital's incoming and out- 
going animals and people. 

The people registered are zoo employees and visi- 
tors who come to the first-aid station that is part of 
the hospital. A registered nurse is in charge of the 
station, but in an emergency, Rose Marie can apply 
adhesive tape like an expert! 

Does she ever treat one of the “patients” from the 


animal kingdom? (Continued on page 53) 
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Age? Weight? Treatment? 
Rose Marie ke eps 


records on every animal 


Midmorning chore pre H 
paring a feeding 
for a hungry patient 


“Monkey see 
One of her animal 
friends greets Rose Marie 


monke yy wave 
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AKE A DROP of oil, a particle 

of dust, a smear of carbon, and 
a pinch of wax. Add lint and erasure 
crumbs. Mix thoroughly. 

A long-lost alchemist’s formula 
for turning metal into gold? No, 
these are the “ingredients” that 
clog the type in a typewriter, mak- 
ing the resulting dirty type any col- 
or but gold! The oil, carbon, lint, 
and wax are picked up from the 
typewriters ribbon. The dust and 
erasure crumbs come from outside 
sources. 


Lets say that of the 7.5 million 
business typewriters in the country 
at least 3 million are well taken 
care of—a conservative estimate. 
Nevertheless, this means that many 
typewriters are not giving their full 
amount of service. Nor are they 
giving the high-quality reproduc- 
tion that would be expected of 
them if they were properly cared 
for with typewriter cleaner. 

True, a serviceman may clean 
your typewriter periodically. He 
will take out the roller, brush the 
mechanism, and sweep over the 
type. But you can’t produce quality 
work by depending completely on 


18 


his visits to keep the type clean. If 
you must prepare a stencil in a 
hurry or type a special report, you 
will need clean, sharp type without 
a moment's delay. 

The answer to the problem of 
keeping type clean is the liquid, 
plastic, or rubber type cleaner. 
Any of these cleaners can be stored 
in the corner of your desk drawer 
and used daily, biweekly, or as 
often as necessary. 


Dry-RUBBER type cleaners work on 
the principle of absorption and 
suction. When gently pushed 
against the type in the bed position, 
the rubber picks up loose particles 
and fluids. In this way, the rubber 
becomes a blotter and acts much 
the same as a paper ink blotter. 
Shapes, sizes, and consistencies 
of rubber type cleaners vary, of 
course, from product to product. 
Some are compounded so that they 
are soft, pliable, and able to be 
kneaded. The dirt is absorbed and 
folded into the soft rubber. Note: 
When using a soft rubber cleaner, 
press it on only one séction of type 
at a time. Do not rub back and 
forth along the type bars. Then, 
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By Barbara Habley 





knead the dirt into the rubber. 

Other type cleaners are attached 
to handles. The cleaning devices 
may resemble rubber “bristles” or 
may actually be replaceable rubber 
covers. The rubber from which 
these cleaners are made is not com- 
pounded to be soft and pliable and 
is not intended to be kneaded. It 
is firm, yet flexible. 

Rubber type cleaners will also 
clean the type on other office ma- 
chines, such as adding machines. 
The soft compounded rubber clean- 
ers can also be used as erasers. 


LIQUID TYPE CLEANERS dissolve dirt 
and float it away. When using a 
liquid type cleaner, dab on only 
a small amount. There is no need 
to literally pour the fluid onto the 
type. Most liquids dry quickly; but 
drowning the type will naturally 
cause slower drying and perhaps 
spattering of that new, clean letter- 
head when typing is resumed. 
Because the liquid must be quick 
drying, it is highly volatile and 
will evaporate from the bottle if 
the cover is not tightly sealed. Caps 
and stoppers have been designed 
to act as sealers, and it is not wise 























to leave the bottle uncapped any 
longer than is necessary. 

Brushes, dabbers, and felt appli- 
cators are supplied with liquid 
cleaners and are often attached to 
the caps. These applicators are 
made in every shape imaginable— 
the basic shapes being spiral, 
round, or square. The best appli- 
cators are manufactured so that 
their tips are free of the wire. This 
is important, for some typewriters 
are built with the type set deep in 
the frames. The applicator will not 
reach all of the tvpe if the wire pro- 
trudes beyond the tip. 

After a few usings, the liquid 
will become slightly discolored, as 
will the applicator. The liquid, 
however, will remain as good as it 
ever was. Don't throw away a half- 
used bottle thinking that the dis- 
coloration of the liquid means that 
the cleaner is ineffective. 

For storage purposes, it is also 
important that the chemicals in the 
cleaners be nonflammable. Other- 
wise, excessive heat or sunlight 
will make them explode. Additional 
harmful chemicals (such as carbon 
tetrachloride ) have been excluded 
from many liquid type cleaners. 





Benzol and alcohol have also been 
replaced in some brands to guard 
against the injurious effects they 
may have on hands or on the mach- 


ine itself. As there are many varia- 
tions, the best way to check what 
chemicals are or are not used in 
each cleaner is to take a second to 
read the label. 

It is easy to master the technique 
that you should use for cleaning 
with a liquid solvent. Taking the 
applicator that is furnished with 
the bottle, brush the type toward 
you and away from the type bar 
slots. A cloth placed on the headrest 
underneath the type will absorb 
any excess fluid. 

One of the recent developments 
in liquid cleaners is a spray. A light 
touch of the valve, and the fine 
spray cleans as the regular liquid 
does. Moisture, in some cases, must 
then be blotted off with a tissue. 

Dabbed or sprayed lightly onto 
the typewriter rollers and other 
metal parts, liquid type cleaners 
will condition, renew, and prevent 
paper slippage. Not only may sol- 
vents be used on typewriter type, 
but they may also be applied to 
adding machines, time stamps, time 
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1. Bud's plastic putty pulls the dirt out 
of type. Simply flatten the putty by press- 
ing it against all the type—then fold up- 
ward to original pyramid shape. 


2. The specially fashioned dabber in each 
bottle of “Clar-O-Type” eliminates spat- 
tering. Liquid flows onto the type easily 
and is then swiftly whisked away. 


3. The A. W. Faber “Plastic Type Clean- 
er” is cut into strips that are the right size 
for individual and instant use. Used strip 
is discarded—no kneading is required. 


4. An odorless plastic pad, Eberhard Fa- 
ber’s “Star Type Cleaner” will not clog 
typewriters or corrode metal parts. Dirt 
is folded into the plastic. 


5. “Typex,” by Michael Frumkin, is a 
type-cleaning device that comes with an 
interchangeable wheel. Works easily— 
simply roll it over the type face. 


6. No liquids are used with the “D-R-T” 
type cleaner by Lansdale. Its magic lies 
in the multiplicity of tiny projections on 
the flexible rubber. 

















clocks, numbering machines, and 
all other office machines that have 
metal type. 


LIKE RUBBER TYPE CLEANERS, plastic 
cleaners work on the principle of 
suction and absorption. The plastic 
is manufactured in the form of soft, 
pliable strips or pads. The dirt 
may be kneaded and absorbed into 
the plastic, just as it is kneaded 
and absorbed into the soft com- 
pounded rubber cleaner. 

Plastic tvpe cleaners can also be 
used for cleaning other machines. 
Firmly pressed, they will leave met- 
al keys clean, ready to make a sharp 
impression. 


How orren should a type cleaner 
be used? In general, the time-worn 
phrase, “as often as necessary,” an- 
swers this query. Specifically, many 
suggestions have been made. 

A typewriter-instruction book on 
sale at leading stationery stores 
states that type should be cleaned 
every day. It also recommends that 
a good commercial type cleaner be 
used. 

Although the once-a-day rule 
may seem a little out of proportion, 
it really makes good sense when 
you stop to think that an inferior- 
condition machine can not possibly 
produce superior work, regardless 
of the skill, study, and practice of 
its operator. 


FoR FURTHER INFORMATION On any 
of the tvpe cleaners discussed here, 
you may contact the following man- 
ufacturers. The code letter before 
the company name indicates the 
kind of type cleaner in which each 
specializes—(D) Dry rubber, (L) 
Liquid, (P) Plastic. 





7. Quick, clean, and safe is I. T. Morris’ 
spray “Type and Platen Cleaner.” A light 
touch of the valve, and the fine spray 
cleans instantly and effectively. 


8. “Speed-Mo,” by Rivet-O Manufactur- 
ing Company, comes with a handy built-in 
applicator. Press the button, and the safe 
cleaning fluid is released. 


9. “Kleen-type.” by Underwood Corpora- 
tion, cleans type faces on contact. It’s 
coated on one side with an adhesive for 
attaching to the roller. 


10. Containing no harmful ingredients, 
Webster's “RTZ Liquid Type Cleaner” is 
easily applied with a special dabber that 
is supplied in each bottle. 
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(L.) Barco Chemical Products Com- 
pany, 701 South LaSalle Street, 
Chicago 5, Illinois. 

(P) Bud Type Cleaner Company, 
P. O. Box 4644, Baltimore 12, 
Marvland. 

(L) Carter's Ink Company, 239 
First Street, Cambridge 42, Mass. 

(L.) Clarotype Company, Inc., 261 
Boardway, New York 7, N. Y. 

(D) Joseph Dixon Crucible Com- 
pany, 167 Wayne Avenue, Jersey 
City 3, New Jersey. 

(P) A. W. Faber-Castell Pencil 
Company, Incorporated, 41 Dick- 
erson Street, Newark 3, N. J. 

(P)Eberhard Faber Pencil Com- 
pany, Crestwood, Wilkes-Barre, 
Pennsylvania. 

(D) Michael Frumkin, 87-11 35th 
Avenue, Jackson Heights, New 
York 72, New York. 

(L) Walter G. Gies Company, 
Crownsville, Maryland. 

(D) Lansdale Products Corpora- 
tion, 127 East Main Street, Lans- 
dale, Pennsylvania. 

(L) Manifold Supplies Company, 
19 Rector Street, New York 6, 
New York. 

(L) Martens Type Cleaner Com- 
pany, Diamond Point 2, N. Y. 
(L) Mittag & Volger, Incorporated, 

Park Ridge, New Jersey. 

(L) L. T. Morris Company, Box 
126, Canandaigua, New York. 
(P) Norta Distributing Company, 
1165 Broadway, New York 1, 

New York. 

(L) Ritchie Specialties, 2202 Lang- 
don Street, Dallas 35, Texas. 

(L) Rivet-O Manufacturing Com- 
pany, 550 Valley Road, Orange, 
Massachusetts. 

(D) W. T. Rogers Company, P. O. 
Box 2095, Madison, Wisconsin. 

(P) Romaine Manufacturing Com- 
pany, 370 South Hickory Street, 
Fond du Lac, Wisconsin. 

(L) Royal McBee Corporation, 
Westchester Avenue, Port Ches- 
ter, New York. 

(L) Sanford Ink Company, 2740 
Washington Boulevard, Bell- 
wood, Illinois. 

(L) Dr. Scat Chemical Company, 
11 South Sangamon Street, Chi- 
cago 7, Illinois. 

(P) Star Chemical Company, In- 
corporated, 9830 Derby Lane, 
Westchester, Illinois. 

(D) Underwood Corporation, 1 
Park Avenue, New York 16, N. Y. 

(L) F. S. Webster Company, 1-23 
Amherst Street, Cambridge 42, 
Massachusetts. 

















DATA ABOUT Pp ; 


The engagement ring is worn on the fourth finger, 
left hand, because it was once believed 


that the vena amoris, or vein of love, 
ran from this finger 
directly to the heart. 


ON’'T FRET if vou're suffering 

from “diamonditis’! Millions 
of women just like you cherish the 
dream of wearing a symbol of love 
and devotion. And since the pur- 
chase of a diamond usually repre- 
sents a relatively large investment 
of money, it is well to have a few 
facts about this precious stone. 


WHAT Do You KNOw about diamond 
values? Four simple words be- 
ginning with C give you the clue 
to these values: 

Carat is the unit of weight. A carat 
is divided into 100 points, like the 
cents in a dollar. When a jeweler re- 
fers to a “25-point stone,” he means 
that it weighs a quarter of a carat. 
Cut refers to the shape of the dia- 
mond and the arrangement of 
facets, the small planes that reflect 
light and make the diamond 
sparkle. It also refers to the skill 
and precision of the workmanship. 
































Color of the traditional bridal dia- ANOTHER IMPORTANT FACTOR to Con- 


mond is clear and colorless, like a sider in the purchase of a diamond 
drop of pure water. Though color- is style. Certainly choosing a dia- 
less itself, the diamond picks up mond engagement ring warrants as 
and reflects every color within its much careful consideration as the 
range. Over two hundred shades of selection of a wedding gown and 
white have been identified; since veil, which are worn for only a 
the “whiter” whites are rare, they matter of hours. It's a wise young 
command a higher price. The term woman who tries on various de- 
“blue white” is sometimes used to signs of engagement rings—realizing 
describe diamonds that are actually that she'll wear hers for the rest 
white. This usage is not accurate. of her life. 

Diamonds with any tinge of blue Consider the size and type of 
are very rare—l in 500 are bluish your hand. Is it small or large? Has 
in hue, thus putting them in a high- it a broad or slender contour? Are 
price bracket. the fingers short, long, full, or 
Clarity means absence of carbon tapered? Hands may be classified 
spots, fissures, or noticeable flaws. as square and capable (large), 
Diamonds showing no flaws under artistic (long and slender), and 
a glass that magnifies ten times are ultrafeminine (slender, small). 
rated perfect and priced according- If your hand is large, don't wear 
ly. A tiny flaw that cannot be seen a “delicate, old-fashioned” ring. 
with the naked eye will not affect The over-all size of the ring should 
the beauty of the diamond but will be based on the size of the hand. 
be a price-setting factor. Do some (Continued on page 50) 
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typing therapy 


Concentration is a key word in 
the language of typewriting. From 
the very beginning to the advanced 
stages of learning it is necessary to 
THINK, constantly and intensely, 
about the task at hand. There are 
many distractions, both conscious 
and unconscious, that can hamper 
progress unless the typist is able to 
develop a thought process that will 
assure skillful and dependable 
techniques. The material in this last 
article in the series was designed 
to provide practice on a variety of 
concentration drills. 


1. Time yourself, or have some- 
one time you, for 1 minute on the 
first sentence. Compute the rate and 
check all errors. Then repeat the 
process for lines two and _ three. 
Note what happens to your speed 
and accuracy on each timing. Do 
you experience improved accuracy 
as you type the reversed words? 

There is another purpose for this 
exercise. Compare your rate for the 
third sentence with that of the first 
one. If the rates ‘are close, you are 
typing on a letter-by-letter basis. 

A third benefit from this drill, 
and from most of the drills in this 
series, is the natural result of hav- 
ing to keep your eyes on the copy 
while typing. Unless you concen- 
trate on the copy and follow it 
carefully, chaos will result. 

2. The paragraph in this section 
is known as a concentration para- 
graph because of the words used 
in the copy. Average copy has an 
S.I. (syllabic intensity) of about 
1.40 and you will note that this one 
has an S.1. of 3.35. A timing or two 
on this material should be of help to 
the typist from the standpoint of 
speed and accuracy on difficult 
COpy. 


9 


3. The French copy in this unit 
is excellent as a concentration de- 
vice because of its unfamiliarity. 
Take a timing or two, or type the 
copy a few times and pay particular 
attention to your thought processes 
while you are typing. The accent 
marks may be omitted or put in 
with a pen. 


4. Here is something completely 
different from standard copy. As 


TODAY'S SECRETARY @ June, 1957 


you type it, convert each number 
and capital letter into the word it 
represents. If possible, take a timing 
or two on this material and note 
how your speed and accuracy com- 
pare with previous sections. 


5. This last exercise ought to 
really test your ability to concen- 
trate while typing. All of the vowels 
have been omitted. Insert the prop- 
er vowel in place of each hyphen. 








BY FRED WINGER 


FIGHTING DISTRACTIONS - PART v 


CORRECTIVE DRILLS 


1. Concentration and Eyes-on-Copy Materials 


Each typist must be mentally alert and avoid hazy thinking. 
. thinking hazy avoid and alert mentally be must typist Each 
-gnikniht yzah diova dna trela yllatnem eb tsum tsipyt hcakE 


| ££ ft & t+ S&S 4 Sk SECU OP eT Uh ST Ce 6] (12 


2. Copy Composed of Long Words 


Baccalaureate, commencement, and dedicatory ceremonies 
are continuations of conventional processionals predominate 
generations ago. Ostentatious presentations and attractive 
embellishments predominate everywhere. (si--3.35) 








1 2 3 4 5 L 6 7 8 9 | 10 11 12 


3. Copy Written in French 


Le soir de la fete arriva. La grace naturelle de la 
jeune femme etait rehaussee par une jolie robe, et pour par- 
faire son costume elle avait une riviere de diamants pretee 
pour l'occasion par une de ses riches amies. 


1 Sado 2 2... Boke & BBR LC 8 iow 


4. Conversion Drill 


When do U plan to B here 4 the T? 6 or 7 
couples R coming B4 8 and U may want 2 B here 
by that time. U will find R group EZ 2 meet and 1 
U will want 2 C often. 


1 2 5s | # jf 8s 6 | 7 a 9 10 «|)~ (41 12 (| 





5. Vowel Insertion Drill 


W- w-r- gl-d t- h--r th-t y--r pli-ns -r- s-ch th-t y-- 
w-ll b- -bl- t- sp-nd - f-w d-ys w-th -8S n-xt w--k. W- m-y 
b- -bl- t- -rr-ng- t- t-k- - l-ng tr-p -nd sh-w y-- s-m- -f 
th- b---t-f-l s-ghts -r--nd h-r-,. 
1 2 | 3 4 5 6 7 | 8 | 9 3 | 1 12 | 
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“I'll be right there.’ Cindy pushed her chair back. A few 


months ago, she would never have interrupted her work. 


the EASY WAY 


by Anne Wolter 
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Cindy knew the invitation was sincere. <2 — 
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THE EASY WAY 


(Continued from preceding page) 
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fo. Suddenly, Miriam was at Cindy's elbow. 
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MY FAIR 


BY GEORGIA GRAY HOLOF 


- THE BROADWAY HIT, “My Fair Lady,” that 
lovable urchin, Eliza Doolittle, runs away from her 
teacher, Professor Higgins (Rex Harrison), because 
he gives her none of the credit for her remarkable 
metamorphosis from urchin to great lady. Eliza 
nlaved by Julie Andrews ) makes straight for the Pro- 
fessor’s astringent mother with her tale of woe. That 
lady tells Eliza to buck up, in no uncertain terms. 
“Remember, Eliza, last night you not only danced 
with a prince—you acted like a princess.” 

Therein lies the secret of Eliza’s final maturity, and 
the secret of every lovely lady's social success. 

You, gentle readers, are as fair and ladylike as 
Professor Higgins’ protégé in your social and private 
ives, we are sure. But what about vour office lives? 
Has it occurred to you that from your first day as 
a lowly file clerk to the career-capping executive 
secretaryship that awaits you, there is a special code 
of manners to be observed in the office? 

Employers write us long laments about the “per- 
tect secretary—except” girls who call them by their 
first names, wave callers in unannounced, and (we 
are ashamed to tell you) answer their buzzers with 
pencil, notebook, and half a sandwich in hand. Why 
do these employers write to us instead of speaking 
to their secretaries? For the same reason you would 
hesitate to tell your best friend about her faux pas— 
one simply doesn’t mention bad manners. But one 
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finds them very annoying, all the same. 

If you would be the “fair lady” of your office, take 
stock of your manners as you do of your supplies. 

Fortunately there are many authoritative sources in 
which you will find the prescribed rituals for business 
behavior. All the rules of introductions, thanks, apolo- 
gies, and so on found in the tomes of Emily Post and 
Amy Vanderbilt apply to business as well as social 
situations. In addition there is, in Vogue's Book of Eti- 
quette, to mention just one, a long section on “Jobs.” 

Vogue says, in part: “The underlying attitude of 
all workers should be the same—respect for superior 
officers, interest in the job, self-discipline in accord 
with office routine, dignity, and self-respect. These 
can all add up to a pretty dreary whole if one does 
not add also a little charm and cheerfulness. But . . . 
even a tight-lipped stoic is more satisfactory than a 
gay rules dodger who shifts work to others when- 
ever possible and indulges in merry quips with out- 
siders at the expense of the organization’s heads.” 
Anything less than this attitude is not just ineffi- 
ciency, it’s bad manners. 

Some specifics of office behavior follow. Consider 
them carefully and if, by chance, you are guilty of 
anv falls from gracious living, correct them at once— 
not only to please your boss and co-workers but so 
that you can be the nice person you want to be. 
|. Never place blame. Even if you know who is 
guilty of some inefficiency, even if you run the risk 
of being blamed for something vou did not do, never, 
never “tattle” on a co-worker. If you are asked, in 
an angry tone, “Who left these papers here?” the 
only possible answer is “I'll file them away at once.” 
Suppress the justifiable urge to blurt out “Not me!” 
or, worse, “It was Miss Jones.” 

2. Never let another person take blame for your 
wrongs. If, in the above situation, you were the 
guilty “Miss Jones,” you would be obligated to speak 
up and say, “I'm sorry, I did. I'll take them to the 
file room at once,” before your co-worker had to 
answer at all. In minor matters this is a mere point 
of good form. In more serious cases it becomes a 
point of honor and business ethics. The worst pos- 
sible reputation anyone can get is that of a de- 
ceiver. 

3. Never ask another secretary to help you without 
first asking her boss if you may. 

1. Never agree to help another until you have first 
checked with your superior. 

5. Never—but absolutely never—refuse to help some- 
one merely on the grounds that you don’t like them. 
If you have free time and your superior gives his 
permission and you are able to help, it is unthink- 
able to refuse work simply because you don’t care 
for the bogged-down associate. “It’s not my job” is 
the worst reason you could give. Whatever you are 
able to do is your job, and you are doing it for your 
firm, not your co-worker. 

6. Ask permission before bringing family and friends 
to the office. Perfectly nice girlsk—who would never 
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dream of calling at someone's home unannounced 
think it’s all right to spring hubby and three-year-old 
son on the boss without notice. Even during Christmas 
week the poor man may be thrown off his thought 
track by such unheralded visits. Ask him if he can 
receive them beforehand, not while they wait un- 
comfortably in the outer office (consider them, too). 
Chances are hell be delighted to meet your family 
and friends. If not, congregate elsewhere—for every- 
one’s sake. 

7. Stay feminine. All the rules applying to male- 
female behavior are in effect from nine to five. Men 
are still expected to hold doors, offer chairs, step 
aside for “ladies first.” However, and it’s a big how- 
ever, many men who work side by side with women 
every day cannot or will not take the time and effort 
this requires. The women become part of the scenery. 
Often, too, girls are overanxious to prove they are 
equals and they tend to squelch man’s noble attempts 
at gallantry. Men have, sadly, become hardened to 
accept women workers as “smaller men” fearing a 
rebuff from the “suffragette” type. 

Your attitude on the job should reflect your own 
good manners. Give a man a chance to be cour- 
teous, but never make him feel uncomfortable by 
waiting overlong for small considerations. With a 
little observation and practice you will be able to 
wait just the right length of time. Then, if the cour- 
tesy isn't extended, quietly and without fuss, “do 
it vourself.” 

(This is the secret of good manners—in the office 
or out: Always strive to make everyone you come 
in contact with feel as comfortable, cared for, and 
important as possible without seeming as though 
it took any effort on your part to do so.) 

8. Good manners are never strained or stilted. The 
tvpe who sounds as though she becomes a_ lady 
when she punches the clock and is determined that 
everyone shall know she read Emily Post is a most 
unpleasant person to work with indeed. Good man- 
ners are natural and simple; they should not be no- 
ticed, not even by you. You don’t put on lipstick 
so thick that it would draw attention, only enough 
to enhance your complexion. So it is with manners. 
They add to your charm and grace; they do not 
cover it up with phony phrases. 

9. Observe the protocol of first or last names. If 
everyone in your office uses first names you would 
be out of place with the more formal “Miss” and 
“Mr.” But never be the first to drop formality. (Don't 
be embarrassed to be called “Miss” yourself. This 
is a puzzling comment we hear often from girls in 
first jobs who still expect the first-name calling of 
school days. ) 

If your employer calls you “Miss Jones” don't say, 
“Oh, call me Mary!” You may embarrass him seri- 
ously if office protocol is formal and he doesn’t want 
to hurt your feelings. 

And even your best friend—the one you call “Pudgy” 
after five—is “Miss Pudge” dur- (Continued on page 57) 
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Summer is a welcome 
season when .your 
wardrobe boasts 

a cool-as-a-cucumber 
Ship ‘n Shore blouse. 
In bird's-eye piqué. 
White only, sizes 
28-38. About $3.50. 
Available at Saks-34th 
Street, New York; 

The Dayton Company, 
Minneapolis. 























As frosty and cool-looking as an 
ice-cream soda — Sanforized cotton 
sundress by Barbette. Available 
in lilac, pink, or baby-blue 
checked gingham. Sizes 10-18, 
about $11. At Field-Schlick, 

St. Paul; John Wanamoker, 
Wilmington, Dela.; P. A. Bergner, 
Peoria; Weinstock Lubin, 
Sacramento; and Yeilding Bros., 
Birmingham. 


Above: Sophistication on a career-girl 


budget—rayon-linen sheath by Sue 
Brett. About $11. Sizes 5-15. In black, 
white, beige, powder blue, and 
shrimp. Available at Hartley’s, Miami; 
and Rich’s, Atlanta. 


At right: As cool as it looks—an Ever- 
glaze cotton Swirl with lattice cape 
collar and pockets. Sizes 10-20, about 
$6. In blue, pink, and sand. Available 
at B. Altman, New York. 


id 








Sanforized-cotton shirt dress 
oy” by Sorority Frocks. Designed 
- with below-the-elbow push- 

up sleeves and a convertible 

collar. About $12 

Sizes 10-18. In pink, blue, 
gray, and beige. Available 
at John G. Myers Co., Inc., 
Albany; and Gladding’s 
Providence, R. | 

















TWO NEW LOOKS FOR 


F YOU look cool, you'll feel cool.” So say the beauty 

and fashion experts—and after a little experimenta- 
tion on our own, we're inclined to agree with them. 
Hot, humid summer days will seem a lot more bearable 
if you work at maintaining a fresh-as-a-daisy look 
during the coming months. 

One of the most important elements for a well- 
groomed appearance is a fresh, attractive complexion. 
And whether you strive to achieve a sun-bronzed look 
or prefer to avoid the sun’s rays, Charles of the Ritz 
offers two completely individual make-up and _ skin- 
care routines for summer days. Obviously you can't 
change your coloring, but your make-up can help. It’s 
up to you to pick the category you fit into best. It 
would be ridiculous for an olive-skinned young woman 
to suddenly try to simulate the look of a fragile, lily- 
white piece of porcelain or for a strawberry blonde to 
desire a dark gypsy type of glamour. So study yourself, 
and be cautious. 

The secret of both these make-up effects lies in a 
glowing skin and a “bright-light” mouth. To achieve 
this look, the new foundations are the merest films 
and the powders are so fine that they are feather-light 
on the skin. Lipsticks take on new appeal with shades 
ranging from sharp, clear orange to the palest pink. 

Start from the beginning, however, and be sure that 
the natural translucence of the skin glows under the 
new make-up. Your skin is your treasure and should 
receive proper treatment and care at the beauty salon, 
at home, or out under the sun. 


THE SUN BRONZE LOOK: To achieve this clean-cut 
golden beauty, your first step is into the sun (but well 
covered with “Charles of the Ritz Sun Bronze,” 








please). Take your sun-bathing gently and in short 
periods to begin with, for nothing is more ruinous to 
the skin than the fast-burning rays of the sun. And 
nothing is more unattractive than a too tanned face. 

Once you've reached a light bronze color, smooth 
“Charles of the Ritz Liquid Veil” in a warm shade of 
“Sun Tan,” over your face and neck. Place “Coral 
Tint,” a sunny shade of liquid rouge, high on your 
cheekbones: then pat your skin with a golden-bronze, 
made-to-order face powder. “Sea Green” eve shadow, 
mascara to match your hair coloring, “Perfect Tiger 
Lily” lipstick, and the tawny look is yours. 


DrespEN Look: No sun-bathing for you who want to 
have this pale elegance during the summer. Instead, 
stay beneath the shade of an awning, or hold a pretty 
parasol over your head. 

Your first step is to apply moist “Revenescence 
Lotion” beneath “Charles of the Ritz Liquid Veil” 
foundation in a shade of “Camellia” or “Dresden.” 
Smooth the tinted foundation over your face and neck. 
For a flowery, fragile appearance, don’t forget your 
shoulders if you're wearing a low-cut dress. Over the 
foundation, pat on your made-to-order face powder. 
(Ask your cosmetician to put in a dash of lilac color— 
it does wonders for “pinking” a pale skin.) 

Use a touch of rouge, if necessary, near the eyes 
and high on the cheekbones in the warm, pink shade 
of “Pastel.” Select mascara to match your hair coloring 
and “China Blue” eye shadow for blue eyes or “Fern” 
for dark eyes. A light film of silver shadow over this 
will give a subtle, frosted look. To complete your 
delicate Dresden look for summer, try the startling 
pale pastel “Bright Pink” lipstick. 
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Below: The “Sun Bronze” look 
typifies the clean-cut, 

golden beauty 

of the all-American outdoor girl. 
At the start, 

sun-bathing should be taken gently 
and in short periods. 
Nothing is more ruinous 
to the skin 

than the fast-burning rays 
of the sun. 

And nothing 

is more unattractive 
than a too tanned face. 





Above: The “Dresden” look simulates 
the pale elegance 

of a delicate piece of white porcelain. 
If this is your ideal 

of summer beauty, 

be careful to avoid 

the burning rays of the sun. 

Instead, seek the protective 

shade of an awning 

or carry a pretty parasol. 
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No STRUGGLE 
with ZIPPER-PULL 





Now, at last, an answer to struggles with out-of- 
reach zippers. It’s delightfully easy with the new 
Zipper-Pull Chain which hooks onto Zipper Tab 
—18" gold brass finished steel with brass ring 
to slip over finger for pulling. Zip up or un-zip 
in a jiffy with a Zipper-Pull. Excellent gift item. 
Satisfaction guaranteed. Order =W 1138. 


Only $1 .0O, postpaid 
Send for New Free Catalog of Unusual Items 


DOWNS & CO., Dept. 8488, Evanston, Ill. 


A Truly Feminine Gift! 
Rose Pillow Pajama Bag 


Bridal shower or Trousseau gift; also most 
acceptable for Graduation gifts. The 15-inch 
rose of exquisite satin may conceal pajamas, 
lingerie, or slippers, and comes in these 
magnificent pastel colors: 


WHITE 

LT. BLUE 
PINK 

ROSE 
AQUA 
YELLOW 
LT. GREEN 





Positively irresistible to all who are romantic at 
heart . . . delightfully feminine. Order for friends 
and yourself. State color desired 


Price $4.00 each; 2 for $7.35; 4 for $13.95; postpaid. 


20TH CENTURY HOUSE 


Box TS Vandalia, Mo. 


Today’s Secretary 


Goes 














SEND $1.00 for Trial Order 


TYPE 
DEE-R-TEE CLEANER 


just brush over face of 
type, it becomes shiny new. 
No liquids to use .. . elimi- 
nates soiling of hands and 
clothing. Long lasting. Use on 
suede leather, too. 









Regular price $1.10 for all 
typewriters. For Royals, $1.20. 
LANSDALE PRODUCTS 

is CORPORATION 
ee Box 568, Lansdale, Pa. 





PRAISE 
for the 
cooK 


$ each 
ppd. 


Host or Hostess will love you forever if you 
give them ons of these cute Ceramic Shadow 
Boxes. Order yellow or turquoise with any in- 
scription like ANN Is THE BEST COOK o1 
BILL MAKES WONDER FU L PANCAKES 
4” square. Specify cook, chef, barbecue, or 
bart nder design 


LOVE IN BLOOM 


Ee 





Wha re erfect g or 
it ewlywed ebirds 
tl t CT rliing Cera ( 
P ter ersonalize s 
their names The t 
tw h baby Vv ar I gz it 
is sentime il svn 

their ove 4 your ( 
ti Turquoise K 
7 ta $1 > pp 


STRATTON SNOW 


Dept. TS3 Delray Beach, Florida 














PERSONAL STATIONERY 


100 SHEETS—100 ENVELOPES 
$3.50 POSTPAID! 


white ripple blue or black ink 
State ink and type. Prom 
me Se 


umos. Box 646. Elyria, Ohio 








THE NEW RECORDS 
A complete selection of 2 voice 
court reporter testimony records 














Indian 
HANDWOVEN 
BELTS 


4 ft. x 2” WIDE 


$1,50 
PARCEL POST PAID 
Handwoven by the 
Otomi Indians of Mex- 
ico, these belts add a 
gay and colorful note to afternoon casual wear. 
Especially effective with 
Indian patterns in a 
inant color desired 


4 ft. x 3’ wide, $2.00 EACH 


Money-Back Guarantee 


ENCHANTMENT SHOP 


In Old Santa Fe ° Santa Fe 3, N.M. 





weaters 
orted colors | 


Traditional] 
specify dom- 





now available on phonograph rec- 
Save on beautiful 
first quality 


ords. See page 1. 
NYLONS y I 


Write for free catalog 


THE STOCKING BAR 
TS-2, 1966 Broadway 
+ Oakland, California 

















On Your Next WEENIE ROAST or Picnic 
have a WEE-NEE-TOAST with the 


NEW WEE-NEE-GRIDDLE 


$3.98 ppd. 
Coves easy to u sim 
ply pla slice 
on griddle 


de i 
ae franks, then place over 
* any fire Result 2 
hot dogs enclosed in the 
tastiest crispest tpast 
“at you've ever eaten, Rugged 
iy 
'’! 


cast sluminum rustproof 
construction Complete 
with handles, Use indoors 
or oat Only 83.9% ppd 
Order yours now! 

SATISFACTION GUAKANTEED 


CHEGWIDDEN SPECIALTIES, Sever Aon Serscr? 


Dover, New Jersey 
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Bright accent for your 
wardrobe—a 
looking 
buckle, 
ray of colors: 
natural. 


summer 
straw belt. This good- 
features a_ leather 
your initials. It comes in an ar- 
pink, light blue, white, 


version 


Bound to enhance pretty cot- 





tons, and an added note—straw is cool. 
Available in sizes 22, 24, 26, 28, 30, 32. 
Please indicate size, color choice, and 
initials when ordering. Price? $1.50, 
postpaid, from Greenhall, Dept. TS, 
1133 Broadway, New York 10, New 
York. 


Silk-Effect Napkins lend a touch of 
elegance to every occasion. They re a 
blend of grass fiber and cellulose, look 
just like gossamer-silk fabric, feel soft 
to the touch. Yet they’re as practical as 
they are pretty, for they have surpris- 
ing strength and 


Silk-Effect 


texture. 
Napkins come in snowy 


absorbs nt 





white 
flecked or flower-patterned. P 


silver- 
ertect tor 
your own home; a truly delightful gift. 
36 luncheon or 40 cocktail-size 
kins are $1.25, postpaid. 
everywhere or write 


or delicate pastels, are 


nap- 
At fine stores 
directly to Fred 
Baumgarten, Exclusive Importer, Dept. 
TS, 1000 Virginia Avenue, Atlanta 6, 
Georgia. 


Feeling artistic? Then try your hand 
at making 3-D pictures. Create-A-Craft 
Kit contains everything you 
transparent plastic panel 
uid, all the 
alistic marine, 


need— 
, adhesive liq- 
elements to create a re- 
floral, and butterfly de- 
sign, and, last but not least, complete 
directions. You can mix and match 
designs or use any material you'd like 











LOSE WEIGHT — 


et Se 


i 


| Shopping 





" J WHILE YOU SLEEP !! 
ee 
; to “frame”—coins, jewelry, mementos, Don’t let EXCESS \ EIGHT hinder your social and business 
etc. Create-A-Craft is fun, easy, and ° _ _ — . = : : . 
: definitely volexing after a long, hard life. TRIM THOSE e-x-t-r-a POUNDS off your body—WHILE | 
YOU SLEEP—with our revolutionary NEW secret method. | 
+ . . ‘ 7 T 7 ‘ 7 . s . J Y . 
NO CALORIE COUNTING—NO EXERCISING! 
' 
; _ : ” ' 
R.W. of Toronto, Canada, says: “I lost 23 pounds in 2 short weeks. | 
vo J.H. of New York City writes: “Your new scientific method took off 47 | 
pounds of excess weight. I now enjoy myself as never before, and find it 
easy to make new friends.” 





Take advantage NOW of the new, E-A-S-Y road to personal happi- 
——— a ness aud success. Don’t delay—in ONLY TEN DAYS you can have a new, 
E TRIM FIGURE! FEEL AND LOOK BETTER! For complete kit, with 


dav in the office. A wonderful gift item, 
too. Kit with three 8-by-10-inch pane ls 





fully detailed instructions, rush only $3.00 to Dept. 59, North-West Re- 


es 


is $4.95, postpaid; Kit with three 5-by- search Institute. South 1] Altamont Street, Spokane. Washington. 
7-inch panels is $3.95, postpaid. From LIMITED SUPPLY! 

f Benrich, Inc., Dept. TS, 852 Monroe 

a Street, Brooklyn 21, New York. 


k YOU MUST BE COMPLETELY SATISFIED OR YOUR MONEY REFUNDED IN FULL 






























































S 
; Sun-Chum—a beach mat, beach bag, 
giant towel, and pillow rolled into one. 
“ It’s made of extrasoft, extrathick ab- KEEPS SHOES FROM SLIPPING OFF! 
, sorbet ynnor - im ft Je q 
rbent Cann on terry cloth—a full ie Seves weer and tear on stockings! 
$6 inches of it. Built-in “wafl-foam | 
I llow for omfortable sunning: big ; 
: } } 4 : 
pockets with snap closure §S tO Carry ; 
’ , 
For closed beck, Bean 4 
sling or helter 
pumps, loefers or WE PAY 
any type of low POSTAGE 
shoe. HOLD THAT MAIL ' 
Patented, tiny flexi- / 
ble, self-adhering rub- with @ gieaming brass or biack wrought letter 
ber strip fits easily holder. An attention getter on your office desk 
into beck or strep Biends we with home interiors. Sturdily con 
your shoe never “rides structed and nicely finished with contrasting 
Sold off when we king black or brass ba feet. Perhaps one in black for 
in better shoe stores. Suction grip prevents ncoming mail and another in brass for outgoings 
irritation to heel; puts i ma Hand toc as @ napkin holder. Free cata 
SATISFACTION GUARANTEED new comfort in old og. Money-back guarantes 
OR YOUR MONEY BACK shoes » . 
. $1.00 in black © $1.25 in brass—POSTPAID 
i HEEL SECURES PRODUCT CO., Dept. Mé ; 
ir —— e —_— fog 4716 Cheltenham Drive, Bethesde 14, Merylend A. G. PEPP, 209 Fremont, Los Altos, Calif. 
ac ACCOSSOTIES : i- Leben Olds 
3 ” i i ‘ 
- neatly and compactly. Has wraparound — —— 
. elastic stray and handle for easy Carry- Fetes ese ees eee ee ee eee ee SESS 
ing. Colors—buttercup yellow and tur- - BARGAINS GALORE Discounts to 70%! 8 la hl . ‘row a. . 
d ¢ iin: , , ; DP hens < . | 6 ! Nationally Advertised 8 THE NEW RECORDS 
t jUOILSE are guar iunteed washable An 8 merchandis« ewelry, perfumes, watches ug- 8 
‘ | ' gage cameras bec and table iner Ss r are ee ies 
p attractive, versatile, go-everywher | g iinceric ete Send $1 deposit for cataloe—de- g|| 2 new 45 rpm phonograph records 
; mn compat 95 stpnaic juct $2.00 first-order for FREE details. : , , 
nmer ipanion. $6.95, postpaid, | : ng ay ge = olay tone ae containing the brief forms and 
tron osep! 4 , TC-57 Mi er entitlir on 50 8 
: o eC} ~ J _— LD 5 di, 5 andise : ; entitling th 5 phrases are now available for 
ost Othce Box 425, Gilroy, California. ' : ' 
8 U. S. DISCOUNT CLUB polsmbc Sor 722S. uri’ va. g|| SWift brush-ups. See page 1. 
Lense eee aaeean eee eee eeeeaawnd 
« 
P T le. TI 
erry Coverup—Roman styl is . 
= ern I an style. 101 Office Short Cuts | | 
| modern version of the toga is fashioned : 
_ f{ lit te t Valuable SF, dictionary is | 
TI hne-qualitv white toweling as YouT newly revi: edition of test- 
j z 
. : , ' , wer ed tips compiled after 3 CONSIDERED 
e- Naliie embroidered on the SHOUIGEeT years of research ‘Best by cooperative publisher who offers authors early 
There re {« big pockets to hold odds business book I've read in publication, higher royalty, nationa) distribution, 
te ts a POUFr DIZ POCK« ) OIG OU 22 years of teaching” says and beautifully designed books All subjects wel- 
h ind ends. Just slip toga over your head Chicago Instructor. $1.98 || comed. Write, or send your MS directly 
i > P 
: . } GREENWICH BOOK PUBLISHERS, INC. 
™ ¢ ind tie—fits all sizes. Pop it over your me Be , Avten: MR. BIDDLE 489 FIFTH AVE 
x -T, " , ¥ 7 
wet bathing suit slip into it after your mew FORE 17, HF 
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Good Luck Hankie 


For Mad 
with a cute zipper pocket just large enough for 


Money. Hand made of Irish Linen 


change, vitamins, pills, Sunday School pen- 
nies or phone numbers. So new, so clever, so 
lifferent and EVEN practical that as a gift it 
will be a delight to both the giver and the re- 


ceiver. $1.50, 4 for $5.00, postpaid 


CAROL BEATTY, 


311 Beatty Bidg. Hollywood 46, Calif. 
FREE CATALOG INCLUDED 
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WOMEN’S FULL 
g HALF SIZES 


3 to 13 


AAAAA TO EEE 







neo 


said Foot to handlaced Mox 1 
I love you «: crepe soles and fine leather caress me n "and 
tly You'r led 


e smartly sty 


‘Your gee an 


d Summer-Moc to Foot I come in your 
I love you comfort size for perfect, fit. in Smoki 
° Red and Taffytar And I'm guarant 1 


nec n Mo ccasin-Craft he — 
| love you Lynn Ruar-ts team. “h Gabndentrs sell di 
act fe 


or a fine — at my apaial get -acquainted 
delive 











Duff te. 7 Cron 


gallon stow- 


1 


iway bag one compart- 
ment peng food hot or cold 
6-S hours another com- 


partn rent for bathing togs 
or plates 

Featuring: colorful blue- 
F a white-red seascape design 


Fiberglias insulation; Koroseal 
ning and covering can't 
rust, dent, or chip; guaran 


teed leakproof 





BUY YOURS NOW in time for 
the first picn beach party, or outdoor event 
$5.95 POSTPAID—NO C.O.D. 

M. L. KLEIN CO., Dept. TS-2 
P.O. Box 461—Madison Sq. Sta. New York 10, N.Y. 








THE SECRETARY’S 549825 FT 


BOX 
CHARM BRACELET POSTAID 
Twelve accurate miniatures of the secretary’s 
profession, each beautifully Hamilton Gold-Plated 
and guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee. Send check 
or money order NOW! 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 16-S, NEW YORK 10, N.Y. 











SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 
CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 








THE NEW RECORDS 
2 new elementary dictation rec- 
ords at 40 and 50 wpm are now 
available. See page 1. 

























IMPORTED FRENC 
PERFUMES 


Samples trom world renowned Perfumers. 
Supply limited—this otter may never be du- 
plicated at this low price. Order several! sets 
NOW tor GUARANTEED PROMPT delivery. 
PERFUME IMPORTERS CO.. p.o. Box 264 
Dept. P E Farmingdale, N. Y. 


24 BOTTLETTES GENU 















BARGAINS! SAVE MONEY! 


Buy nationally known merchandise 
wholesale! Money-back guarantee! Cata- 
log 25¢—$1.00 refunded with first order. 

JAY NORRIS COMPANY 
487-TS Broadway, New York 




















TROUBLED ove unwanted 
WITH yt 
UNWANTED feememeenereemns 
HAIR ? poate Oy Seats 


MAHLER’S INC: 
DEPT. 857-G 
PROVIDENCE 15, ®. 1 
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2 NEW REPRINTS OF SHORTHAND 
TERMS NOW AVAILABLE 


Because of the demand for industry 
terms in Gregg Shorthand published 
in TODAY'S SECRETARY, we have 
prepared five additional reprints: 
Atomic Energy Import-Export 
Radio-TV 
Agricultural 


Banking 


Each of these lists is printed on 8% 
x 11 quality stock and contains 200 
of the most-used terms in the field. 
Prices are as follows: 


-25¢ each 

20¢ each 
Over 50 copies—15¢ cach 
Complete set of 5—$1.00 


Single copies 
10 to 50 copies 


Send cash or check for full 
payment with order to: 


Reprint Dept., TODAY’S SECRETARY 
330 W. 42nd St., New York 36, N. Y. 
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shower. You'll dry quickly, look pretty, 
too. Price? $5.95, postpaid, including 
monogram. From Charlotte Thomas, 
Dept. TS, Sewell, New Jersey. 


af - 


For the bride and groom—a me- 
mento of the “big day.” Their names i 
and wedding date are inscribed on a 
tray of handmade opal glass. A lovely 
keepsake that will be cherished. Prac- 


gery Meets ont elon. 






‘ 
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x , Gv? : Vy 
A >. 7 ak, 

4 I ar, 1957 Ae 


tical, too, as a holder for pins, cards, 
etc. “Wedding Tray” measures 4 by 5 
inches and is priced unbelievably low. 
Just $1, postpaid, from Stratton Snow, 
Dept. TS, Post Office Box 1898, Delray 
Beach, Florida. 


News for the girl who wears a chi- 
gnon—“Chic-Pics” to hold her hair in 
place. Fashioned of lightweight alu- 
minum, these spikes have glamorous 
ornamental heads that screw on and 
off. Starter set includes a pair of Sun- 
burst heads, Cubistic heads, and two 
spikes. Interchange heads according to 
your whim of the moment. Chic-Pics 





easy to wear, look ex- 
pensive yet cost less than plastic or 
bone pins. Not available in department 
stores; may be purchased only by mail. 
Starter set in silver color costs $3.98, 
de luxe gold color is $4.98; all prices 
postpaid. No C.O.D.’s. Order from 
Fashion Flairs, Dept. P, Box 18, Tre- 
mont Station, Bronx 57, New York. 


are fashionable, 











ILLUSTRATED BY JACK MARZULLO 
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But, glancing at them again, I saw something 


that made all the difference in the world. 


Operation 
Gardener 


BY HELEN M. SMITH 
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OPERATION GARDENER 


(Continued from preceding page) 
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- Kasy Does It! 


BY MARGARET OTTLEY 
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How fast can you read shorthand? You can probably speed through this article, which is based on Chapters One through Ten of the Manual. 
This material i « 


s counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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GRAND PRIZE 


Philippine College 
ot Commerce 


Manila, Philippines 


BY FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


GRAND PRIZE 


Sr. Eustell-de-l Eucharistie 


Student Division 
































YOSHIE OKUNAMI 
Ist Place 


VICTORIA FONG 
2nd Place 


MRS. JANE F. HARDISON 
3rd Place 


Stenographer Division 


























MRS. AMY H. TSU NEDA 
Ist Place 


ROsTE BELLE PACKARD E. 


ALBUQUEROLE 
2nd Place 


3rd Place 
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| The Results of the 


NCE AGAIN we have demonstrated that short- 

hand is not only a bread-and-butter skill, but a 
fascinating art. Thousands of men and women in 
schools, offices, and homes all over the world put in 
hours of intensive study and practice in order to obtain 
one of the prizes offered in the 44th Annual OGA 
Contest! 

Excitement was at a high pitch as club after club of 
beautiful notes came up for review. “We have to hand 
it to our teachers—they certainly can train students to 
write shorthand,” remarked Charles Zoubek, a member 
of the Contest committee, as he judged the notes that 
were submitted. 

We are sorry that space does not allow us to com- 
ment further on the Contest, but we know how eager 
you are to learn who the winners are—eager, too, to 
use your own shorthand skill to write notes of con- 
gratulations to the winners. 

To the winners and to all those who made this Con- 
Mav 
the experience of competing in a world-wide short- 
hand-writing contest whet your appetite for further 
skill-building practice. And may your enthusiasm and 


test such a success, we extend congratulations! 


interest win professional success for you! 
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Public High School 
Division 


Shinnston High School 


Shinnston, West Virginia 


Parochial School 
Division 


ml gg © | | SEPOTOTT TT TT TTT ee 


St. Mary’s Academy 


Colon, Republic of Panama 


Collegiate Division 


Hilo Commercial College 


Hilo, Hawaii 








SCHOOL DIVISION WINNERS 


Grand Prize 
Silver Loving Cup to the School and a $100 U.S. Savings Bond 
to the Teachers 

Philippine College of Commerce, Manila, Philippines; Albino B. Allado 
frs. Sebastiana 8. Aragon, Ruth B. David, Maria P. Dimayuga, Fermin 
C. Doria, Mrs. Amelia Gonzalez, Remedios Q. Luber, Rosalina D. Luna, 
Eutiquio C. Mendoza, Leticia C. Mendoza, Mrs. Soledad §. Orlina, Juan 
C. Samano, Florencia I. Sison, Ramon L, Villena, and Adelaida B 
Zamora, teachers 


Divisional Prizes 
Top Places 
First-Prise Trophy Cup to the School, and a 825 U.S. Savings Bond 
to the Teacher or Group of Teachers 
Pustic Hicu Scuoont Division: High School, Shinnston, West Virginia 
Mrs. Velma Love, teacher 
ParocuiaAL Scnoon Division: St. Mary’s Academy, Colon, Republic of 
Panama; Sisters M. Heribertha and M. Stanislaus, teachers 


CoLieGciatTe Division: Hilo Commercial College, Hilo, Hawaii; Mrs. Daisy 
E. Conquest and June Yamaguchi, teachers 


INTERNATIONAL Diviston: Assumption Commercial College, Bangkok, 
Thailand; P. Vichit Sukthavorn, R. Sanan Chomphaisal, and P. Phairaj 
Krisanamis, teachers; Brother Rogatien, chairman 


Second-Prize OGA Banner to the School, and a Fountain Pen Desk Set 
to the Teacher or Teachers 


Pusxic Hicn Scuoor Division: High School, Albuquerque, New Mexico; 
Lillian M. Kieke and Juanita Patterson, teachers 


PanocntaL Scuoont Division: John Carroll High School, Birmingham, Ala 
bama; Sister M. Mildred, teacher 


Cotveciate Division: East Carolina College, Greenville, North Carolina; 
Audrey V. Dempsey, Lena C. Ellis, and James L, White, teachers 


INTERNATIONAL Diviston: Driscoll Institute of English, Quebec City, Que- 
bec, Canada; Dr. Alma Driscoll, Huguette Bedard, and Shirley Lennon, 
teachers 


Third-Prize OGA Banner to the School, and a Desk Calendar 
to the Teacher or Teachers 


Pusiic Hicu Scnoor Division: Horace Mann High School, Gary, Indiana; 
Julia C. Brown and Tressa Sharpe, teachers 


ParnocuiAL ScHuoor Division: Saint Louis Academy, Lowell, Massachusetts 
Sister Eustelle-de-l Eucharistie, teacher 


CoLLeciaTe Division: Oregon State College, Corvallis, Oregon; Hilda M 
Jones, Lloyd Q. Larse, Shirley Barber, Louise J. Orner, and Mrs. Ned 
Marksheffel, teachers; Theodore Yerian, chairman 


INTERNATIONAL Division: Holy Angels Academy, Saint Jerome (Terre 
bonne ), Quebec, Canada; Sisters Mary Davidica and Mary Therese de la 
Providence, teachers 


Prize-School Banners 


Next Five Places 
Banner to the School, and an Esterbrook Fountain Pen 
to the Teacher or Teachers 


Puscrc Hicn Scuoont Division: High School, Marysville, Kansas; Irene 
Creager, teacher 


Roosevelt High School, Honolulu, Hawaii; Kathryn Donovan and Mrs. 
Kathleen A. Armstrong, teachers 


Wallace Rider Farrington High School, Honolulu, Hawaii; Alice Y 
Fukunaga, Evelyn Murakami, and Gertrude Sakai, teachers 


Benjamin Franklin Adult High School, San Francisco, California; Alic« 
E.. Kasparian, teacher 


High School, Ecorse, Michigan; Carl Peterson and Joann Devers, teachers 


PaRocHIAL ScHoo.t Division: Cathedral High School, Omaha, Nebraska; 
Sister M. Alexius, teacher 


Catholic High School, Altoona, Pennsylvania; Sisters M. Germaine and 
M. Lois, teachers 


Saint Joseph High School, Lowell, Massachusetts; Sister Saint-Matthieu, 
teacher 

Alvernia High School, Chicago, Illinois; Sisters Cecilia Marie, Mary 
Digna, and M. Wilbert, teachers 


St. Mary Cathedral High School, Lansing, Michigan; Sister Alice Jerome, 
teacher 


CoLLeciatTe Division: North Carolina College at Durham, Durham, North 
Carolina; John V. Turner, teacher 


State Teachers College, Bloomsburg, Pennsylvania; Walter S. Rygiel, 
teacher 


Dunsmore Business College, Staunton, Virginia; Mrs. Elizabeth S. Brant, 
teacher 


Lamar State College of Technology, Beaumont, Texas; Mrs. Norma S. 
Hall, teacher 


Black Hills Teachers College, Spearfish, South Dakota; Evelyn Elliott, 


teacher 


INTERNATIONAL Diviston: KCCI Gregg Steno School, Kobe, Japan; J. A. 
Azegami, teacher 


St. Joseph’s School, Colon, Republic of Panama; Sister M. Lionel, teacher 

Colegio “‘La Inmaculada,’”” Havana, Cuba; Maria Arduengo, teacher 

St. Anne Academy, Rawdon ( Montcalm), Quebec, Canada; Sister Lucien 
Marie and Murielle Beausejour, teachers 


American Dominican Academy, Vedado, Havana, Cuba; Yolanda 
Vivanco, teacher 





INDIVIDUAL WINNERS 


Grand Prize 
Silver Loving Cup 
Sister Eustelle-de-l’Eucharistie, Saint Louis Academy, Lowell, Massachusetts 


Student Division 
Top Places 

First PLace—Silver Loving Cup—Yoshie Okunami, Hilo Commercial Col- 
lege, Hilo, Hawaii 

SECOND PLace—Sterling-Silver OGA Lavaliere—Victoria Fong, St. Mary’s 
Academy, Colon, Republic of Panama 

Pump PLace—Esterbrook Fountain Pen Desk Set—Mrs. Jane F. Hardison, 
East Carolina College, Greenville, North Carolina 


Next Ten Places 

Personalized copy of Hutchinson's “Standard Handbook for Secretaries” 
Glenda Guthrie, High School, Albuquerque, New Mexico 
Jeannine Duquette, Bellows Free Academy, St. Albans, Vermont 
rhais Pope, Benjamin Franklin Adult High School, San Francisco, Cali- 

tornia 
Anita Spagnuolo, St. Mary Cathedral High School, Lansing, Michigan 
Yunfah Sae Wong, Assumption Commercial College, Bangkok, Thailand 
June Fujikawa, Roosevelt High School, Honolulu, Hawaii 
Denise Guilbault, St. Anne Academy, Rawdon (Montcalm), Quebec, Canada 
Josephine Fischer, Catholic High School, Altoona, Pennsylvania 
Sharon Richardson, High School, Ecorse, Michigan 
Claire Martin, Saint Louis Academy, Lowell, Massachusetts 


Stenographer Division 


Top Places 
First PLace—Silver Loving Cup—Mrs. Amy H. Tsuneda, 918 West East- 
wood Avenue, Chicago, Illinois 
SeEcOND PLaAce—Sterling-Silver OGA Lavaliere—Rosie Belle Packard, 218 
Main Street, Waterville, Maine 
ruinp PLace—Esterbrook Fountain Pen Desk Set—E. Albuquerque, No. 9 
Still Road, Singapore 15 


Next Ten Places 
Personalized copy of Hutchinson's “Standard Handbook for Secretaries” 
Ann Runion, Box 351, Williamsburg, Virginia 
Leora Grace Smith, 134 Columbia Avenue, Greenville, Pennsylvania 
Pericles P. Mnimatides, ®e Barclays Bank D.C.O., Local Head Office, 
Khartoum, Sudan 
Lucy Marietta Christian, 54 Marion Avenue, Springfield, New Jersey 
Mrs. William R. Freitag, 1762 Rosedale Avenue, Cleveland 12, Ohio 
Evelyn Laurette Smith, 1412 Poinsettia Avenue, Manhattan Beach, Cali- 
tornia 
Pamela Hodder, 39 Beulah Road, Thornton Heath, Surrey, England 
Dorothy M. Foreman,'517 North Front Street, Reading, Pennsylvania 
Ruth M. Snider, 4311 Sixth Street, Riverside, California 
Edith Gehrs, 1690 Methodist Street, Carlyle, Illinois 


= 7 = 
Teacher Division 
Top Places 
First PiLace—Silver Loving Cup—R. Sanan Chomphaisal, Assumption 
Commercial College, Bangkok, Thailand 
SeEcoND PLace—Sterling-Silver OGA Lavaliere—Alice E. Kasparian, Benja- 
min Franklin Adult High School, San Francisco, California 


Turrp PLace—Esterbrook Fountain Pen Desk Set—Irene Creager, High 
School, Marysville, Kansas 


Next Ten Places 

Personalized copy of Hutchinson's “Standard Handbook for Secretaries” 

Carl Peterson, High School, Ecorse 29, Michigan 

Mrs. Jessie P. Coxe, Bald Eagle-Nittany High School, Mill Hall, Pennsy!l- 
Vanhla 

Mrs. Margaret B. Lotz, Senior High School, Ellicott City, Maryland 

Margaret Sheehy, Brooklyn High School for Homemaking, Brooklyn 25, 
New York 

Rustica C. Carpio, Philippine College of Commerce, Sampaloc, Manila, 
Philippines 

Ruby A. Agnew, Milton Union High School, Milton Junction, Wisconsin 

Donald H. Peterson, Pinkerton Academy, Derry Village, New Hampshire 

Haim Bar-Kama (Kempinski), “Ulpan Gregg,” Haifa, Israel 

J. A. Azegami, KCCI Gregg Steno School, Kobe, Japan 

TIE—P. Vichit Sukthavorn, Assumption Commercial College, Bangkok, 
Thailand, and June Yamaguchi, Hilo Commercial College, Hilo, Hawaii 


Runners-up—All School Divisions 


Banner to the Schools (listed geographically) and a Blue 
and Gold Enamel OG A Pin to the Teacher or Teachers 


Placer Union High 
School, Auburn, 
California; R. A 
Hoffmann, teacher 

Joint Union High 
School, Galt, Cali- 
fornia; Mrs. Audrey 


Dame High School, Academy, St. Lau- 
Caraquet, New rent, Montreal, Que- 
Brunswick, Canada; bec, Canada; Sr. 
Sr. St. Rose, teacher Mary of St. Leo of 
College St. Thomas the S. H., teacher 
d’Aquin, Bronson, College du Sacre- 
Ottawa, Ontario, Coeur, Sherbrooke, 
O. Reed, teacher Canada; Sr. M. Jean- Quebec, Canada; 
Tamalpais High Robert, teacher Sr. Jeanne-Agnes, 
School, Mill Valley, St. Mary’s Academy, teacher 
California; Lois V Windsor, Ontario, Annunciation High 
Walker, teacher Canada; Sr. M. School, Denver, 
El Dorado County Eulalie of Rome, Colorado; Sr. Ann 
High School, Placer- teacher Jeannette, teacher 
ville, California; Queen of Angels Aca- Senior High School, 
Elsie M. Kain, demy, Rosemount, Golden, Colorado; 
teacher Montreal, Quebec, Miss A. Manos, 
Notre Dame High Canada; Sisters Ma- teacher 
School, San Jose, rie Laure Therese St. Teresa’s Academy, 
California; Sr. Mary and Mary Anne Boise, Idaho; Sr. 
Reginald, teacher Laura, teachers Josephine Marie, 
Congregation de Notre- Notre Dame des Anges teacher 
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Good Counsel High 
School, Chicago, Il- 
linois; Sr. Mary Do- 
loretta, teacher 

da ig io High 
School, Chicago, Il- 
linois: Sr. M. Xave- 
ria, teacher 

St. Gregory High 

School, Chicago, Il- 

linois; Sr. M. Anto- 

nis, teacher 

Andre High School, 

Biddeford, Maine; 

Sr. M. Henrietta of 

Jesus, teacher 

St. Anthony’s School, 
Teluk Anson, Perak, 
Malaya; Br. Benig- ~’s . 
nus, teacher " «4—~ 

High School, Clinton, ™ nN 
Massachusetts; Mil- 
dred E. Gannon, 
teacher 

High School, Dracut 


Massachusetts; Mrs. SECOND PLACE e Public High School Division e 
Blanche B. Roussel, Albuquerque High School, Albuquerque, New Mexico 


teacher 
Jesus Mary Academy, 
Fall River, Massa- 


S 








chusetts; M. St. Lau- teachers Guangco, teacher 
rent, teacher Divine Redeemer Notre Dame High 
Saint Anne Academy. Academy, Elizabeth, School, Central 
Marlboro, Massa Pennsylvania; Sr Falls, Rhode Island; 
chusetts: Sr. Mary Mary Alice, teacher Sisters Marie The- 
Paul Edward, Senior High School, rese-des-Lys and 
teacher Hershey, Pennsylva- Marie Donalda-du- 
Mission Church High nia; Joseph E. Sop- Sacre-Coeur, teach- 
School Roxbury. ko, teachet ers 
Massachusetts; Sis- High School, Norris- High School, Arling- 
ters Mary Jude, town, Pennsylvania; ton, Texas Mrs 
Mary Magdalen, Mrs. Edna E. Run Cloye Sherrod, 
and Mary Solano, dle, teacher teacher 
teachers Sacred Heart High High School, Bellows 
Saint Joseph Academy, School, Pittsburgh, Falls, Vermont; 
Salem, Massachu- Pennsylvania; Sis- Catherine Santama- 
setts: Sisters Marie- ters Edith Marie, M ria, teacher 
de-Loyola and Fran- Perpetua, and Bar- East High School, 
coise-de-S. Joseph, bara Mary, teachers Bremerton, Wash- 
teachers Penn High School, Ve- ington; Jessica Ste- 
Notre Dam«e High rona, Pennsylvania; venson, teacher 
School, Southbridge, _ Jan amy ur and South Kitsap High 
Massachusetts Sis- rs. Helen Saun- School, Port Or- : 
en pe eet — , ders, teachers chard, Washington; SECOND PLACE e Parochial School Division 
so. niversity of San Car- Marthe Sandness . ‘ 
yl lly amie Tome los, Cebu City, Phil- — John Carroll High School, Birmingham, Alabama 


Suomi College. Han- ippines; Perfecta 
cock, Michigan; 
Jeanne I Hanson, 
teacher 

Sacred Heart Acade- 
my, Mt. Pleasant, 
Michigan: Sr. John 
Marie, teacher 

High School, Trenton 
Michigan Mrs 
Thelma Kerr,teachet 

High School, St. Paul 


Park, Minnesota 
Richard L. Pearson, 
teacher 


St. Francis Academy, 
Nevada, Missour 
Sr Mary Rita, 
teacher 

Senior High School, 
Concord New 
Hampshire Mrs 
Flora K. Campbell 
ind Mrs. Velma R 
Rich, teachers 

Presentation of Mary 
Academy, Hudsor 
New Hampshire; S: 
M. Francis de Laval 
teacher 

Immaculate Concep- 
tion High School, : 
Lodi, New lerses , 
= hi Hedwig, SECOND PLACE e Collegiate Division ¢ East Carolina College, Greenville, North Carolina 
eacher 

Queen of Peace High 
Sx hool, North Ar 
lington, New Jersey; 
Sisters Catharine 
Anita and M. Para 
clete, teachers 

Immaculate Heart of 
Mary Academy, Buf 
falo, New York; Sis 
ters Mary  Liliose, 
Mary Peter and 
Mary Louise teach- 





SECOND PLACE e 
International Division 
Driscoll Institute of 
English, Quebec 


City, Quebec, Canada 


ers 

Holy Family School, 
Tulsa, Oklahoma; 
Sr. Mary Ethelreda, 
teacher 

Saint Cyril Academy, 
Danville Pennsyl- 
vania; Sisters M 
Lilliana and M 
Beatrice teachers 

High School, Easton, 
Pennsylvania; Edith 
Albright, Jessie 
Frankenfield, Mary 
Schros der and M 
Kathryn Newman, 
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California 


Joint Union High School Intern: 
Delano inne Pezout . 
Union High Schoe Mar I 
teca Marion Lothrop 
eacher 
se Hilg Ss ool, Mor 
tehe Mr Ellen 
Hal eacher 
Chaffey Union Hig! 
school Ontari Don . mus 
Mf. Freasier, teacher H nS 
High S« Porterville 
Bart H he 
VU B 
Hig 
W i 
Canada a 
S ( ( é Boll 
_ \ ‘ N 
s Sr. J ph M - 
wher Kentucky 
( H S m 
K Sesks 
ol s ' 
r I ret 
" i 
Colorado 
Cathe High 8 
Denver. Sr. A Vl 
St. Agatl 
St. Ag 


oat eae eee . Mary 


S Ma 
High Sel ‘ S 
I VU Gi uU S 
Saint Peter’s High Seho« H 
New ( t s Vl Hig 
f r cit 
BI 
Idaho 
H s B 
Mel A ott 
Ma 
Illinois ae 
Resurrection Hig s ‘ H 
‘ i“ ‘ h M 
f ‘ te eT en 
T ) Hig Sele V 
Evanstor \ y Will I’r 
at i | Ss ” 
Hvoozen, teacher t 
Ser H Sel I i 
France Ritzin ! 
He 
Hig Ss ‘ Reynold N 
Edu UV Witchel ‘ ’ 
t Hi s 


Indiana 








GOLD SEAL CERTIFICATES 


pey 
eacthe 
St. Joseph Academy, Rox 
bury S Vv / irel 
line eacher 
Hig! s ‘ Ss ate 
liuti I Hawke 
eacher 
Cathedra Higt Scho 
Springfield: Sr. M 
Lid n, te 
Bartle Hig School 
Webster ‘ 
Currie eacher 
H Name of J Hig 
School, W este Ss 
ters Ju Vv at 
Ml in Jesus 
Michigan 
High Sct \ WV 
l Parfitt, t 
S Hedwig His S . 
Detr ‘ V 
b i Vt 
Se Hig s I) 
S V Plus 
Chr ar H Ss 
Hollan S G 
St Loui H Ss 
Mt Cleme } 
Bou i A er 
R t Hig Ss 
Wya t Holl i 
ell, tea 


Minnesota 
Holy Trinity High S 


Ne 
Dior te r 

Or Lady of P Hig 
“ 1, St l V 
Ru rf S V 
Je 2, h 

Hig Scho W r 
/ } V j r 


scl Kar ( 
WV | r Le VU 
H s I 
Lauretta H 
B Dub M4 
ters } i i 
M N f i 
St. I i h Acade 
S Mary 
teacl 





Nebraska 


Rock County High 8 


THIRD PLACE e Public High School Division 


Horace Mann High School, Gary, Indiana 





New Hampshire 
Notre Dame High School 


Berl Sisters M. St 
Mildred and M. Louise 
f Charity, teachers 
St. George High School 
Ma r s M f 
St J j irn 
New York 
High 8 ) Au § t 
I Gene MU 
fare ‘ er 
Ss \ ( er 
Hig s New 
Y Nis s M. St 
ves 
Ss \ I Hig 
He ul t 
( tra Ss W 
‘ Vie Cat 
( | 


Louisburg, ¢ ‘ I 
i J 

] ' Se H 
s K R 

B s B 


North Dakota 


St. Mary ( Hig 
Sela B Pe 
M. Core 
H Sel 
ul H 
Honorable 
RED 
Honorable Mer 
Alabama 
Saint Margaret's High 
School, Ba La Batre 
Nr. M. R teache 
High School, Monteva 
Nui DeM t A r 
Birmingham-S P Col 
lege, I ngham: M 
James I Walker 


Sherma E I r 
Hig Scho ( o 
Lake; M Do Pier 

” teact 

Be nt High 8S i © 
Angele M fun 
Ou ent eacher 

Senior High School, Mon 
ebello;: Aatherine Dal 

eact 

Bishoy O'Dowd High 
School Oakla Sy 
VW. Fran eacher 

Senior High Ss ‘ Ven 
tura ( adit Slagle 

ache 

J ame Marsha High 
School, W Ss amen 
( Thom j Wakley 
ind Katherine G ol 
mie t 
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Honorable Mention—School Division 


Ohio 


Garfield Heights Hig 
School, Cleveland; Anne 
L. Neville, teacher 

Saint Procop High School 
Cleveland; Sr. M. An 
gela, teacher 

Notre Dame Academy, To 
ledo Ni Mary John 


ene, teacher 


Pennsylvania 
John P. McCaskey Hig 


E. Fosdick, i rs 
North Penn Joint Hig! 
School, Lansdale: C) 
lotte \ Swowe teacher 
Bald Eagle-Nittany Higl 
School, Mill Ha Mrs 

Jessie P. Core, teacher 


Hig Scho M 
hela; Harriet E. Cr 

Mount Nazaretl \ 
emy, Pitts s 
Mo oAne t ‘ 

S Auge H 
Scho p re S 
M.S , 

Saint J h H Ss 
Re S VW S 


Puerto Rico 
Instituto Comer 
Puerto Rico, H 
Mrs. Ada B 


South America 


Royal Commercial S$ 
Georgetown, Brit 
Guiana I Mu 
Jonea. te or 


South Dakota 
Senior High S ol, H 
or Lau Bris 


teacher 
High School, Lead; Lyn 
nell Johnson, teacher 


Texas 
High School Monahans 
WUre Cecil L Davis 


teacher 


Virgin Islands 
St. Patrick's High School 
Frederiksted, St. Cre 


S MV y Leona, teacher 


Virginia 
Nelsor County Hig! 


ho Lovingston 


s ‘ 
Mrs. Mary C. Roberts. 


Washington 
High Schoo Anacorte 
ul Kat yn Thon 


Wenatchee 
Bal 


West Virgini:z 
Cathe Hig Scho 


Sr V 


Wisconsin 


Reg H Schoo I 
Claire Ss Vv. OD 
teat 

I Hig! Ss 
of I Sacred Hea 
M s MV 
‘ : t ear I 

M n Union High School 
M n Jur R 
1. Ayneu eache 


Mention—School Division 
SEAL CERTIFICATES 





Ss 7 Har Alle 
Ss Mary il nsu 
teache 
Ho Kosar Cor ercial 
School St Stephen 
New Brur S 
M. Helena, ache 
St Patrick's Busine 
College Dig 
Scotia s 
( les, teache 
Peterborough Busing 
College Ltd Peter 


borough, Ontaric V 
garet A O. Battersby 
inne O' Heron, and 
Shirley A illir 
teachers 


Colorado 
Mt. St. Gertrude Academy 


Boulder Ny Mary 
Margaret Anne, teac 


Connecticut 
High School Merider 
Dorothy hoff Gorton 


r 
High School, New Mil 
ford; Theresa Krupin 


Ki, teacher 

Catholic Academy, Put 
nam Si tose Feli 
teache 

Stattord High School, Staf 
ford Spring Jeanr 
fF Mach enzi teache 

High Scho Stamford 
Mrs. Dor M. Me 
eacher 


Cuba 


Corazon de Maria, Hay 
ana;. Margarita Pied: 
de Rodrigue teach 


Florida 
High School, Anthony 
Mrs Luise \ Dell, 


High School, Brandon 
Samuel M. Dew, teacher 

Our Lady of Perpetual 
Help Academy, Tampa 
Sr. Daniel Marie, teach 
er 


Illinois 


Community Unit District 
0 $, Camp Point 
Leo Osterman, teacher 
Schlarman High School 
Danville Si Vv inn 





Louis, 
Woodland High School 
Streator Georgi Pou 


ell, teacher 


Indiana 


Dalla Township School 
Andrew Gladus B 
Putterbaugh eacher 

Higt School Danvill 
Vr Bonnie } ‘ 


Huntertowr 
donald #£ Stebing 
g School, Winslow 
Vrs. Mary Helen Kl 


teacher 


lowa 


High School, Creston 
Hilda Hiatt, teacher 
Imm: 


aculate Conception 


Kansas 
High School, Burlingtor 
E. Nels 


Melbourn , 
teache 
High School, Silver Lake 


Ura Plaster, teacher 


Kentucky 


Central High Sehe 


Louisville irm i 
Farthing and Laura B 
Frazier, teacher 

High School, Middleshboro 
7 Larry Rose ! 
Mis Nhelvic Fuson 
teachet 


Catholic High School 
Newport Si War 
Scholastica, teacher 


/ 


veer 


PY Te 


a 
, 








Louisiana - . een = Se ee Nazareth Acodemy o'Mtis Rhode Island Loyce Adams, t¢ 





a; Sr. M. Inez, Lawrence D. Bell High 
H Scho Ra Elsi Deutschmann, teacher teache S ed Heart High Sc l, Schoo Hurst Vre 
T. G. Upchurch, teach teacher Fenwic High School, St. B Acad Phila Pawtucket; i Murl K. Howard, 
High School, Maysville; Middletown; Sr. John phia; Sr. Mary Bon James, teacher teacher 
Mrs. Ruth Owen, teach Lasalle, teacher eache St lea ptiste Acad- i Schoe Levelland 
Maine er Le n-Monroe Higt Divine Providence Acad- er tucket; 8 Mrs. Vera Ownbey, 
, ; , Midway Scho District Scho Monroe Mrs ‘ _ wee ! Ny lrene Therese, teacher teacher 
High School, Bidd Rh-2, 8 ‘ Ml Thelma Bowy acher ul n J teacher 
ul l M M P G. A. Thon 7 High SS Ne I’ Sa I Acade 
lel MW I I s ul . . 
M ‘ Wi ' South Carolina Vermont 
B - f Nebraska Me High S S : I O'Toole Coll Spartar ~ a 
! Ma Mrs. O H s I ul D g ' eph Business Schoe 
S Bonaventure High " ‘ ul i i ! ngte S Mary 
l ( s 0 ( S ll S S B ‘ eacher 
I 1 V ! Mary ¢ “RR D \ H S S 1 Heart High Schor 
el H High Seho David City; ( ‘ Centra H p o} re Mers ; New rt Ny Marie 
St. Dominic H S idonna B Fl School, Springfield; 8 Germaine, teacher South Dakota Odile, teach 
for Gi Le t VU . eact ( i e Sha : Lb ) Free Acad St 
. Vv / H s Ss ‘ Nort} H S ues(N lis, If Ss Flandreat Albans Germaine M 
VU Ve { NN We . j } / son, te r P ult eache 
| 4 " Wy iH S \ oodstoct 
M Etl rr. g High 8 W inn VW eache! 
er Mrs. Wilna S ‘ T 
Bected Heart High School, New Hampshire each Texas 
irene, te Pinkerton Acad Derry Puerto Rico ae Te ee Virginia 
High S W Village ; Donald H. Pe- Oklahoma “ee inet ‘Bia cuaiiees Wakefield High School 
Mary E. Jules mteuneieans Coe Riciias Game Wak Gita Juan; Sr. M. Honorius, Sam Houston State Teach- 4 ton; William H 
erative S . Hills Oklal ( | | t er ‘ ( e, Hunt l (Continued on p 2) 
Maryland oro; Mary C. Ken- Eakin, teacher 
Cor W. Peters B Senior High School 
School, Ba p , R j Oregon TH . oe 
DM Dyer, teacher nein teak 7 IRD PLACE e Parochial School Division 
Ss M " I i s ‘ s ‘ wort y 
_— alla Vu b t Del 
s B t . Marti ‘ and ° Pp : . 
oom ~ ee a eee a R s, tea Saint Louis Academy, Lowell, Massachusetts 
hayer High § W ' -- 
Massachusetts } e I Pennsylvania amr | 
I ache — 
s Ma e A rR r < 
H S H . I 1 
s Vernon; M ue 
; : New Jersey , 
) \ Bayley I H s l s I H S ; 
K syd Ma s 1 Bradt Sr. B ° 
ul a i 
re . } Seis \ 4 W I \ J i . 
i h ij Newal i Cc. ¢ ii Ss I ' gau= 
: . j I i . r 
s M \ St. M H Ss R 1 H 
H S M I Rut ul s ) t ( 
r B Ick 
s M ‘ ( Hig s S 
H s M I 7.1 i J i H S 
. 1 H i 
\ v R 


as . *'s * Ki F 
Jose H New Mexico KR. ¢ n, te 


N A . ” 
] mas \ , y” B t ( H Ss M ‘ 
Saint John H s Albuquer Ml M Evelyn E, ¢ 
North ( . Era 8. A inde, well, teacher 
u D ( H 
( 1 ‘ en High S 4 > ics 
Ti I S a> a 





~ ‘ H x 
, te e! Gallup; Sr. H na, 
| “Mtutbrides Sede bE Immaculate Conception THIRD PLACE ¢ Collegiate Division 
7 8 I 





i} H g ~ ] 4 Ve 
S S S \ Tv 
’ Mu et G n, t Augusta, te : er 7 Oregon State College. Corvallis, Oregon 
on “ae Indiat 
S , S s Fe Sy 
f u. B ue B Josep) 
Michigan New Yor 
Coll Alma H School, Ithaca; Eve 
on Vv ye j t V Pi ylli« 
er S 2 nd M lion 
H s Ce t er 
Spring Mrs. How High S M ' 
Voreh ‘ Mrs ‘ it) iu 
H Na H S 
} « 1 Our | ( Perpe . 
I He i 5s 
‘ 4 S ) Ne y . Mary 
s M cl nd 
eacher High Schoo Ove ¢ 
Visitation High § ; Wilhelmina Nunnen 
De t S Cl ¢ kamp and 4} \ 
, 
st. M s G H Sel s ( 
rd S \ Th L, Vl i l 
hane t “W f - i ‘ 
K ‘ H S G ‘ Ange Higt 
ng P s Troy; Sr. Mary 
ti affine t . f na t er 
SS. Peter & | H ( Set M 
School, § Mrs. Evelyn Aldrich, 
VU Ti eacher . —_— 
Sacred Heart High Scho THIRD PLACE e International Division 
i er s ry a 
i > ‘ mund, teacher , 
Minnesota Holy Angels Academy, Saint Jerome (Terrebonne), Quebec, Canada 
High Schoo Der River » 
' Gertrude A. Dawson, North Carolina { 
; High S&S te High School, Mount Holl 
Mrs. Mas Schn Mrs. Mary Etta M 
te ‘ “W ‘ teacher 
( ‘ e ge M A r H ~ Wir 
ead i/ i. Oo . Sa ivi i 
eacher Dudley 
H School, Re 
Irene A Wimmer, 
. her a North Dakota 
a€ Sr. Louis Marie, High Schoc Hettinger ; 
teacher Morguerite Mickelson 
Felix High School, and Ardis Christensen, 
W asl Ny Vl Vv - teacher 
eta, t ‘ 
i Scho \ 


Higt ) Na a; 
H M ‘. He el M Bill, Ohio 


Anderson High School, 
( ‘ 





neinnati ean Shope, 
. . teacher 
Missouri ey Oe 
or College Joplis School Cleveland Sr 
Vera Steininger, tea Vary Carmella, teacher 
er Notre Dame High School, 
Peter's High Schoo Har tor S klise 
Joplin; Sr. M. Emily teacher 


TODAY’S SECRETARY e@ June, 1957 45 








JUNE 


COMPETENT 


To compute speed, note the number indicated at the end of the last line you copied completely and add I for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 


(This copy should be double spaced.) 


On a large ranch about thirty min- 
utes from my home is an old building 
that is now being used for hay storage. 
In appearance it is quite different from 
any other building in the neighbor- 
hood. It is built of stone; and its wood- 
en supports are heavy, for many of 
them were cut by hand from native 
trees. The other wood used in its con- 
struction is walnut, and it is still in 
good condition when one considers 
that there has been no effort made to 
preserve it. It looks somewhat like a 
business building, and with good rea- 
son; a hundred or more years ago it 
was a stage station on the busy Sante 
Fe trail. 

In that earlier day it was the center 
of an important little town that had 
aspirations of becoming a prosperous 
city, but railroads and highways passed 
it by and now only a few houses re- 
main. There is a schoolhouse, but now- 
adays children are transported to a 
modern school; there is a church, and 
that is still active. The foundation 
stones of other buildings may be seen 
on both sides of the street. Follow the 
country road for a little way and there, 
in a field, you can see the course of the 
old trail by the ruts cut by the caravans 
of the pioneers as they moved to their 
new homes. Their path is still dis- 
tinguishable after nearly a century of 
disuse. 

As you travel now over the national 
highway that approximates the old 
trail and find the latest conveniences 
in every small town along the way, it 
is rather difficult to understand the 
courage that it took to make the trip in 
the early days. There were nd marked 
roads through the country then. The 
course of the trail was determined 
mainly by the places at which rivers 


Words 


- 
‘ 


14 


221 
229 
237 
244 
252 


261 
268 
275 
283 
291 
299 
306 
314 
321 
328 


TYPIST TES T 
Words 

and creeks could best be forded, but it 336 
led finally to the West. It was marked 344 
to a certain extent in another way. 352 
Wherever the sod was broken, sun- 358 
flowers sprang up on either side. There 366 
were times, however, when none of 373 
these signs was too reliable. 379 
Stages might take the travelers 386 
whose belongings could be carried by 393 
hand, but those who had families or 400 
those who expected to engage in farm- 407 
ing usually traveled in bands. They 415 
took their household articles in wagons 423 
and drove such animals as they thought 431 
they would need to get settled in their 439 
new homes. The wagon trains moved 446 
slowly and often camped along the 452 
way, when the animals and people 459 
needed rest. If a wagon broke down, 466 
the whole train might be delayed for 474 
days. 475 
There were dangers, too. The In- 482 
dians found these people easy victims. 490 
In the summer the plains were hot and 497 
dusty; in the winter sudden storms _ 504 
might drive them into the only protec- 512 
tion they had—a covered wagon. The 519 
country through which they traveled 526 
offered little in the way of food. Water 535 
was not easy to find, especially in the 543 
dry regions. In some places they might 551 
come upon alkali water, but this could 558 
make them deathly sick. Not all who _ 566 
ventured out reached their destina- 573 
tions. Some turned back when the go- 580 
ing became hard, while others were 587 
victims of disease and hardships. But 595 
those who came through helped build 602 
the West. 604 
The journey now is much easier. 611 
There are no hazards except those of 618 
traffic. By train one can travel from Chi- 626 
cago to Los Angeles in a matter of 633 
hours, and by plane in aboutahalfaday. 642 


(Repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Dr. Adelaide Kauzer, 
of the State Teachers College in Emporia, Kansas 
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TRANSCRIBING 


SPEED 


PRACTICE 





The material below is the same as the C.T. Test 
from shorthand. Compute your rate o 


n this word-coun 
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across the page, and it is provi 
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de 
teria 


d so that you can test and compare your speeds of typing from print and 


l in the same way you do when typing the C.1 
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[Current Date] Words 

Mr. Arthur J. White, Sales Manager; The West- _ 3 
more Fruit Company; 1491 Caldwell Street; Los 17 
Angeles, California. Dear Mr. White: Could you 2% 
use a dependable secretary? 32 

For the past three years I have been with Wilson 41 
& Company of this city. Because our office was 51 
small, I performed many different duties; this gave 61 
me an excellent understanding of office routine. 71 

I can take shorthand, type rapidly and accurately, 82 
and operate a switchboard. I am also familiar with _ 92 
the operation of a number of business machines. 102 
The enclosed personal-data sheet will give you more 112 
complete details about my education and personal 122 
qualifications. 125 

May I come in to see you at your convenience? 135 
Sincerely yours, Margaret Andrews. 141 











Margaret Andrews 
+ 


x <———_ Applicant: 
b 1406 Merrick Avenue 


< 
Los Angeles, California 
d r <—_# 
< Telephone: MOhawk 6-1284 
Mm ; ot 
Position Applied for: Secretary 


Address: 











us: single (ke 
eet 7 inches. Weight: bout 130 pounds 
living with parents 


? 
> Height: 5 
4. Residence: 


Reo Part-time secretary to Read of History Department dur- 


; / ing séfnior year at Union City ¢S 
a.d cier oe aoa . aa 
| 4.€ Clerk at Marcy's Department Store during) Summers of 
Fm 1952 and 1953 out 


“Vv 
\4. Secretary to 
(July 18, 


Sales Manager at Wilson & Company 


present ) a 
csey Gatton completing the sec- 


inlpm (ay, 


a. Shorthand: 120 words a minute (S-minute test) 
b. Typewriting: 70 words a minute (10-minute test) 
Cc Filing: comprehensive course 

i. Business Machines: duplicators, calculators, 


voice writers, addressing, billing 


get 
D. REFERENCES Se f 
1. Mr. John Sturgigy, Head, Hgstory Qept,, Union City High 


School, Lowell Boulevard, Los Angeles, California 

2. Rev. Albert Fuller, 602 Cypress Place, Los Angeles, 
California 

3. Mr. Robert N. Mason, (ss't)Sales Manager, Wilson & Com- 
pany, 92 @erket Street, Los Angeles, Califfpqnia 


1954 to 


l. Graduated from Union 
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OAT 
JUNIOR 


Set this letter up attractively 
on plain paper. 
Use any style you wish. 


The word count will enable you to check 
your production time. Strive for: 

(1) neatness (clean, clear type), 

(2) accuracy—neo strikeovers or 
typographic errors, (3) correct spelling 
and punctuation, (4) uniform 
indentation throughout, and 

(5) good placement. 

Leave a blank line between paragraphs, 
even in single-spaced material. 





ro GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents for 
each OGA, OAT, or 50-word CT pin; 
75 cents for each higher-speed CT 
award. * Test applications received 
without fees are held thirty days only. 
* Be sure your name and address ap- 
pear on your paper. * Any group of 
papers submitted should be accompa- 
nied by a typed list of names, desig- 
nating the award desired by each 
candidate. * June copy is good as 
membership tests for OAT. CT (page 
16), and OGA awards until September 
20, 1957. 











OAT 
SENIOR 


To qualify for your Senior Award, 
you must submit this month’s 
complete production project—the Junior 
Test (above) as well as a corrected 
copy of the personal-data sheet 


alongside. 


Making all the corrections indicated, 
arrange this personal-data sheet 
neatly and attractively on a full sheet 
of plain white paper. Both 

tests may be retyped as many times 
as you wish: submit your best 
specimen of each for an award. 





MATERIAL FO 


R OGA TESTS 





{/l clubs of test papers should be accompanied by 
issure uracy in making 
nd OGA awards 


ace out certificates. 


until Se »tember 20, 1957. See ty 
I i 


CT, a 


June 


a typewritten list of names to expedite 
copy is 
ying tests on 


€ hec king 


OAT, 


good as member ship 


pages 44 and 46 


tests for 





Junior 


Pe 


. ew 


OGA Membe 


INSTRUCTIONS: Copy the tests here 
in your best style of shorthand, trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer.to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 


art 72O ay 2, 


OGA Test 


—) 


wai 


rship Test 
ar - .—_ 
een, edn « 


that they have developed a good practical 
style of penmanship that will assure aec- 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA). 


Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to 


proper curve, slant, and joining; and 
(3) the correctness of proportions main- 
tained throughout the specimen  sub- 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers, 
which gives detailed criticism of the 
faults of style noted by the examiner. 
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Take the 
quesswork 
out of your 


deskwork 





Here’s a desk mate who takes the 
guesswork out of your job... it 
always has the right answers to 
make you worth more to your 
boss. 

Free your mind of pesky details, 
have time for things that really 
count... it’s easy with an EVER 
READY desk calendar to organ- 
ize your everyday routine. It’s 
also a good way to get ahead 
faster. 

For a denendable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 








EVER READY 


CALENDAR 
MANUFACTURING CO. 


150 Bay Street . 
Jersey City, New Jersey 





* 
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Build your shorthand dictation skill with 


GREGG 45’s 


DICTATION RECORDS FOR 
GREGG SHORTHAND SIMPLIFIED, NEW SERIES 


Progressive Speed Group—35 records 
FIVE records at each speed level: 60, 70, 80, 90, 100, 110, 
and 120 wam. Packed five 45 r.p.m. records (same speed level) 
to the box. Four or more letters on Side 1; a five-minute take, 
preceded by a one-minute warm-up dictated ten words a min- 
ute faster, on Side 2. 
Each Box $10.50 net, plus postage 
Complete Set 70.00 net, plus postage 


Theory Group—30 records 
Approximately 7 minutes of dictation on every theory lesson 
of Gregg Shorthand Manual Simplified, Second Edition. Three 
records to a chapter. Packaged six 45 r.p.m. records (two chap- 
ters) to a box. 
Each Box $12.50 net, plus postage 
Complete Set 60.00 net, plus postage 
Phrase Letter Group—15 records 
Side 1 of each record is a warm-up phrase letter selected 
from Gregg Dictation Simplified, Second Edition. Side 2 is an 
“answer” to Side 1. Each letter dictated at progressively faster 





Each Box 
Complete Set 


Ready on or about June 15. 


NEW YORK 36 
330 West 42nd St. 





speeds. Packaged five 45 r.p.m. records to the box. 
$10.50 net, plus postage 
30.00 net, plus postage 


Write for detailed information. 


GREGG PUBLISHING DIVISION 


McGraw-Hill Book Co., Inc. 


SAN FRANCISCO 4 
68 Post St. 


CHICAGO 30 
4655 Chase Ave. 











a gs st Oa gs Smal vat | 8 Pe: i ee 


types her best 
using the 


_Levoots, (NPY HOLDER 


@ all-Metal—one piece 
@ “sight level” convenience 
@ holds postcard to phone book without tipping 
Today's secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 
. no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 
gi" high, 5” base. So low in cost every typist 
in your office should have one. 
ORDER NOW! If not available from your 
local stationer, order direct from— 


BANKERS BOX CO. 


50 





Dept. 15-6 
2607 North 25th Ave. ¢ Franklin Park, Ill. 








NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
15 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplified published 
in Today's Secretary, we have secured a 
limited supply of reprints. Each list of 
terms has been printed*on an 8'7 x 11 
sheet of quality stock. Prices are as fol- 
lows. . 


Single copies—25 cents each 
10 to 50 copies 20 cents each 
Over 50 copies 15 cents each 
( omplete set of 15—32.50 


Cash or check for full amount must ac- 
company order. 


Reprint Department 
Today's Secretary 
330 West 42 Street, New York 36, New York 


Please send me copies of each of the 
reprints | have checked below, for which | 


enclose poyment of $ 


Atomic Energy Chemical Electronic 
Banking Electrical Construction 
Import-Export Legal Aviation 
Radio & TV Oil Contract 
Agricultural Medical Insurance 


Complete set of 15 
Name 
Address 
City 


State 
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DIAMONDS 


(Continued from page 21) 





planning if the diamond is to be 
a small one. Build up the impor- 
tance of the stone with a mounting 
of faceted white gold or a rim ex- 
tension around the diamond. A 
“wishbone setting” has a diamond 
cleverly mounted between two 
bands of metal that merge on the 
under side of the hand. All these 
devices make a ring look larger. 

A round diamond, often called a 
“brilliant,” is the most popular for 
engagement rings. It looks good in 
all sizes except the very large, and 
is suitable for any shape hand. 

A dainty hand carries well the 
marquise diamond, which is a 
pointed boat shape. Short fingers 
appear more slender when the ring 
runs up and down the finger—as a 
marquise does. 

An emerald-cut diamond with 
straight sides in oblong shape also 
tends to make the hand look slen- 
der. Emerald cuts offer a choice of 
either oblong or square contours. 
This modern, streamlined cut looks 
very good on the capable-type hand. 

Long, slender fingers are perfect 
for a ring with diamonds running 
across the finger from side to side. 
A center diamond of good size with 
tapered baguettes or small brilliants 
grouped on either side carries the 
design across the finger. This is a 
splendid stvle, tending to broaden 
a too slender hand. 

Pear-shaped or heart-shaped dia- 
monds are often given as engage- 
ment rings. They should be worn 
with the point toward the fingertip. 


AFTER SELECTING THE DIAMOND CUT 
best suited to your hand, be sure to 
consider the metal. A diamond 
looks whiter in a white metal such 
as platinum or palladium, whereas 
yellow gold matches the traditional 
plain gold wedding band. 

And here’s a suggestion for the 
young man in your life who may 
want you to select your own ring 
but fears that he may be embar- 
rassed if you pick out one that he 
can't afford. Advise him to go to a 
reputable jeweler and choose three 
or four diamond engagement rings 
that are priced within his budget. 
Later, when the two of you visit 
the jeweler together, you can make 
the final decision by trying on the 
rings already set aside. 
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Gets the 


onthe cleaner instead 
of your fingers 


AW.FABER 


The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW.Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the basket. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW.Faber label. 


A.W.FABER-CASTELL 


PENCIL CO_, INC. NEWARK 3, N. J 











The Well-Kept 
Wallet 


HERE MAY BE TIMES when 

overstuffing a wallet has its ad- 
vantages—if you mean to impress 
others with an abundance of cash! 
But, for the secretary-on-vacation, 
an overstuffed, untidy billfold often 
creates a bad impression. 

To begin with, few travelers can 
afford the loss of their cash assets, 
so converting the bulk into travel- 
ers checks is advisable. Keep at 
least $20 in bills—nothing larger 
than a five—in your billfold at all 
times. To help you stay within your 


tipping budget, have quarters, 
dimes, and nickels handy. 
Another important aspect of 


“good housekeeping” in your bill- 
fold has to do with grooming. Have 
you ever noticed how few people 
carry a wallet without treasured 
photographs in the passcase sec- 
tion? Many times, showing these 
pictures proves to be a fine ice 
breaker in a situation involving 
new introductions and nothing to 
talk about! It’s doubly true on va- 
cations, so the smart girl takes an 
inventory of her wallet’s contents 
before she leaves. This means re- 
placement of yellowed picture 
windows if they obscure the photos 
beneath. New window units cost 
just a few pennies, and most of 
the billfolds made in the past few 
years have special clips that permit 
replacement of the old unit in a 
matter of seconds. 


CHECK THE PHOTOGRAPHS them- 
selves. Trim ragged edges, discard 
or remove a few where necessary, 
insert the remainder so that they 
follow in sequence as do the pages 
in a book. This is also a good time 
to put the wallet on a slimming 
diet by eliminating the 
weight and bulk of old ticket stubs, 
shopping lists, and outdated identi- 
fication cards. 


excess 


Try to see your wallet as others 
will, remembering that you will use 
it a great deal more than usual when 
you travel. A shabby, unkempt ac- 
cessory announces the habits and 
tastes of its owner, and your wallet 
will be in view frequently. Try to 
create the best impression possible 
with tidy, fashion-co-ordinated ac- 
cessories in your handbag. 
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The 
Favorite 
“Red Head” 
in every 
Office 














For the benefit of 
Secretaries who 
prefer a soft red 
typewriter eraser in 
a more convenient 
shape, A.W.FABER 
has produced 
c | EraserStik 7066 
“ {| and 7066B. This 
DP! completes the 
> EraserStik service 
m 

ro) 

tw 





which has changed 
America’s erasing 
abits. 

















») MILS 4ASbA UIGVIMY 





Whatever your preference 
— either our all-utility 
gray EraserStik (7099 
and 7099B) or our 
gorgeous new Red Head 
— you now can have 
the convenience and 
the efficiency of the 
better, modern erasing 
method—the EraserStik 
method. 





Your Dealer carries 
both styles. 


A.W.FABER 


CASTELL 


PENCIL 














Ask your teacher about the new office project 
with real office atmosphere! 


APPLIED DICTATION 
AND TRANSCRIPTION: 


An Integrated Office Project 


By Dr. H. H. Green, Northwestern University 


For the first time available anywhere, Gregg 
Publishing Division presents a completely new 
office project, designed to put interest and real- 
ism in your transcription and secretarial / office 
practice classes. Dr. Green has produced this 
ten-lesson series of dictation and transcription 
jobs based on actual correspondence provided 
by a number of real business organizations. 
The material for the project is taken from the 
surveys and research made by Dr. Green in 
connection with his doctoral thesis. You can be 
sure that the dictation material is exactly as it 
comes from the lips of the original dictators 
... just the sort of practice needed for those of 
you who will soon be entering the office world. 


The complete project-package includes... 


1. A Student Text-Workbook 
2. A Teacher's Manual 


3. A Set of Five 45-rpm Records 


A Summary of Project Features... 
1. A simulated office project based on real office 
dictation. Brief enough to avoid boredom, 
long enough to cover many phases of work 
as it is done in the office. 


No 


A variety of dictators’ voices . . . authentic 

ofice atmosphere. 

3. Students are taught to read and interpret 
instructions and to exercise initiative in han- 
dling correspondence. 

4. A completely new concept in teaching tran- 

scription . . . nothing similar offered up to 

this time. 


ui 


Project is lesson-planned, flexible. Can be 
fitted into the transcription course at almost 
any stage. 


The Record Set, an integral. part of this new office project, in- 
cludes five 45-rpm records with approximately seven minutes of 
dictation on each side. There are four different types of dictators 
—with actual office background noises—for a more realistic 
presentation of business dictation. 


For complete information on this exciting new 
office project, your teacher can write to... 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 
330 West 42nd Street 
New York 36, N.Y. 
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CONTEST REPORT 


(Continued from page 45) 





W est brook and Mrs High School, Everett: Ts. s 
Helen T Sullivan, Rita Reel, teacher W isconsin 
teachers Senior High School, Ken- . lial - 
High School, Cleveland; newick: Rosine Gar- a Bish aon 
Mrs. Hugh R. Morgan, field, teacher ’ ede 
. 4 . Costello, teacher 
Jr., teacher Senior High School, Wa St. Merr’s Gorines Acad 
pato; Hilda Mesick, no. Marys Springs Aca 
teacher emy, Fond du Lac; &S; 
H ; ' M. Febronia, teacher 
Virgin Islands High School, Marinette 
St. Mary's High School, Vest Virgini Miriam Frothingham 
Christiansted, St. Croix; We: t sinia teacher 
Mother Mary Dymphna, High School, Kingwood; High School, Middletor 
teacher Virginia Fairfar, teacher Theo. R. Lundey, teacher 
St. Francis High School, St. John High School, Ru 
Morgantown ; Sy M bicon;: Sr. M. Karen, 
s lin ton Patricia, teacher teacher : 
Wa I & High School, Wellsburg: High School, Wausaukee 
High School, Eatonville; Mrs. Marion Freshwa Mrs Era L Crain, 
Grover A. Rose, teacher ter, teacher teacher 
Honorable Mention—School Division a 


BLUE SEAL CERTIFICATES 





. setric Senior High School, Na 
Arizona District of tick; Marion L. Po 
Northern Yuma County Columbia thier, teacher | 
Union High School, Saint Patrick’s Higl 
Parker inne Witele- Spingarn High School School Roxbury Si | 
ben, teacher Washington; Mrs. Cal Rita Marion, teacher " 
lie S&S. Daniel, teacher . 
Arkansas a Michigan 
St. Anne's Academy, Fort - ele St. Gertrude High Schoo 
Smith; Sy M. De- Fulton High School, At St. Clair Shores; s&s 
Sales, teacher lanta; Mrs. E. L. Bar M. Perpetua, teacher 
low, teacher 
Andrew College, Cuth - 
British bert; Alice’ Lowixe Minnesota 
. is Smith, teacher High School, Hendrw 
West Indies Mrs. Joan Rose, teacher 
. * ° Academy of Our Lady of 
Queen's College, St ze Illinois Good Counsel, Manka 
chael sSarbados ra . to Ny 1 Elisabeth 
arie¢ Garbutt, Marquette High School, ~e 
Mari De rhu Ottawa: Sr. Mery Don ae acher 
acher om. Seecbes Technical High School 
High School, Plano; Win ain es pod i 
+ Be . ed Drinhaus acher . gar 
California ra enrenaes: SORE Kloos, teachers 
High School, Atascadero o. ‘. 
Julia H. Patchin, teach Indiana Missouri 
er Lincoln High School 
Joint Union High School, Cambridge City Mrs High Schoo Doniphar 
Delane Murtha Beatty, Joan Riddle, teacher Mrs Ethele Hanners, 
teacher St. Joseph's Academy teacher : 
Catholic High School, Po Tipton: sS) Murgaret St Marys High Selool, 
mona: Sr Mary Deo- Mury, teacher Independence Ss; M 
Alia. teacher tlberta Ann, teacnet 
St Bernardine High Center High School, Kan 
School San Bernardi lowa sas City ( rerin 
no; Sy MU Thaddeus. Church, -teacher 
teacher St. Mary’s School, Water High Schoo Slater: 
Rosary High School, San loo Ny Mary Che Doris Hodge, teacher 
diego Virginia Pa : maine, teacher 
Schenk, teacher -ublic School Waukon 
Doris Bierwagen, teac! Nebraska 
. ” High School, Bloomfield 
Canada Vr Sterling + 
St. Michael’s Academy, Kansas aaa et is Geel 
Chatham, New  Bruns- Mount ‘St Scholastica Island: Doris J. Rus 
wick; Mary O’Kane, Academy. Atchison; Sy sell, teacher 
teacher M. Damian, teacher 
Sacred Heart Academy 
‘ Wichita; Sisters M New Jersey 
Colorado ee ae BE Maews J : 
Amanda and M. Bor : ; 
< M High Scl 1 meo, teachers High School, Glen Ridge: 
\ Wwaleohur : ig . choot, High School Wichita Hart y B Warnes 
Bone Se 4 Robert F. Temple. teach 
onarenture, teacher teacher Blessed Sacrament Con 
; mercial School, New 
C ti t ar Sr. Mary Alacoque 
etic : 
ee Kentucky Pr eis XII Hig! 
: - ope 1s e - 
High School, Simsbury; Sethlehem Academy, Bards- School, Passaic S 
Mrs. Ada K. Curtiss, town: Sr. Muarie Bar- Mary Aloise, teacher 
teacher bara, teacher 
. , New York 
Delaware Massachusetts Central hool, Baldwin 
ral School, fala 3 
William Penn High School, Tenney High School, Me ville; Mrs. Gladys 
New Castle: Mrs. Vir- thuen ; Aathleen Mu Widyer, teacher 
ginia D. Ryan, teacher Dorain, teacher (Continued on page 59 








for type that sparkles 
like MEW | 


Cleans type CLEANERI 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-ond- 
blue carton on your | 
dealer's shelves 


NO CARBON-TETRACHLORIDE 
69¢ at all stationers 
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9 TO 5 AT THE ZOO 


(Continued from page 17) 





“Oh, no!” she hastily assures us. “My work with 
the animals is only paper work. They're always in 
cages, except when they go into the laboratory or the 


operating room. And even then I stand at a distance.” 


Not that Rose Marie isn’t on friendly terms with 
the patients. She knows them all by name and stops 
by their cages for a neighborly visit every so often. 
It was, in fact, a fennec fox who helped her decide 
to stay at the zoo. 

“It was my first day at work,” she explains, “and i 
felt rather strange in this new atmosphere. Although 
the staff was very pleasant, I didn’t quite feel at home 
among the cages and lab equipment. But as I passed 
Foxys cage, he made quite a play for me, wagging 
his tail and turning over on his back. The staff mem- 
bers were surprised because Foxy had never shown 
this friendliness before. He’s been my special pet ever 
since, and I've always felt at home at the zoo.” 

Although the larger and more dangerous animals 
are examined and treated “on call” by the veterinari- 
ans, the hospital's 30 cages are usually occupied with 
a goodly group of animals with running noses, frac- 
tures, fevers, and loss of appetite. There are even 
psychological problems. Rose Marie tells of a sea lion 
who was rejected by his fellows in the pool. The misfit 
was not allowed near the food and was pushed off the 
rocks when he tried to sun himself. Noticing his dis- 
tress, the doctors took him to the hospital for a change 
of scene. A few days later they brought him back, a 
new seu lion, apparently, because this time he was 
accepted as a member of the group. 

“My work and its sidelights are always interesting,” 
Rose Marie says. “But it’s a far cry from what I ex- 
pected. I was only trving to avoid the subway.” 

Rose Marie's first job in New York City was secre- 
tary with a tourist agency that was a subway ride 
away from her home in the Bronx. She and rush 
hours didn’t agree, and she decided to find work near- 
er home. An employment agency suggested the zoo 
job. Rose Marie was dubious and pointed out that she 
had no scientific background. The interviewer shrug- 
ged and assured her that office skills and not medical 
training were what she needed. 

“Td always liked the zoo,” Rose Marie recalls with 
a philosophic smile, “so I thought I'd go see the ani- 
mals and be interviewed at the same time. That way 
it wouldn't be a waste of time.” 

Doctor Goss had more confidence in his applicant 
than she had in herself. Three days after her combined 
interview and zoo excursion, she was at work at the 
Bronx Zoo hospital—a mere bus ride from her home. 

All this happened two years ago. Since then, there 
has been a great turnover of animal patients in the 
zoo hospital. But secretary Rose Marie remains. 

Her comment: “They don’t need any bars to keep 
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for well-spaced letters 
and clear carbons with 


Webster Quality 
Carbon Paper 


* Exclusive Scale Edge prevents running 
over. This uncoated numbered edge makes 
carbon handling easier and cleaner too! 

* Stays flat in extreme temperatures. Each 
sheet smooth and flat for uniform han- 
dling. 


, ’ wm in jo 
PBEREBBERBERBKBEBERBEBBEEERERBEEI 
meee eeee Ree eee BE BERIBE BIS ISG IG IS IF Is ie Ie le lo 





. , a D 
* Weights and finishes to fit your individual y 
typing requirements. R 
At stationers everywhere A 
M 
make it clear... you want E 
T 
WEBSTER DURAMETRIC 22p 
22 I 
21 
2° C 
_ 12 
®) 
18 
12 
CARBON PAPERS ~ 
15 
Free Sample. Fill out the coupon and staple to |—4 
your company letterhead. aad 
ba ents pe 
r ini # ‘1 W 
j; F.S. WEBSTER CO. w F 
| 17 Amherst Street, Cambridge, Massachusetts [4 B 
| Gentlemen: Please send me a sample of Webster's |— S 
| Durametric Carbon Paper. \- T 
| ™ \2 E 
FUE. vies eeu en ccc ist eeeeeeseasracreseseses R 
| }-2 
f COMPARY..... ce cerccccveccesscccccseccceces |-2C 
| Address be les ae re 
| I use a with pica [] eli 
se ¢ . | elite type. 
| (make of typewriter) a nies j2 
| I usually make carbons. jt 
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Which means. of course. that it’s a 
Globe-Wernicke STREAMLINER, the most aa 
Why. | 


almost kissed my boss the day it came. So 


advanced metal desk in the world. 


would you if your desk had all these wonderful features: 


1. SEC-TRAY.. the 


ment that fits under my typewriter platform, eliminating 


exclusive new stationery compart- 
tiresome twisting and turning. 

2. ADJUSTABLE BASES...to match desk-top height to 
my height. For the first time, my desk really fits me! 

3. ARC-SWING...G/W’s exclusive mechanism that lets 
me, from a sitting position, raise or lower my typewriter 
quickly and easily. 

4. SILENT OPERATION .. 
see if I'm still there! 
soundproofing make it possible. 


5. VISIBLE RECORD ARM SLIDE.. 


5"x8” 


.so quiet the boss looks up to 


Nylon drawer glides and factory 


.that holds up to 50 
cards, brings them in sight in seconds, keeps them 
confidential when not in use. 


plus «+» VERTI-SWING 
..the wonderful hanging file 
system that keeps records in my fil- 


ing drawer neater, with no sag or 





slump. slanted tabs 


Fasy-to-read 
stay at the right level for quick, accurate filing and finding. 
I can arrange the indexing just exactly the way I want it. 

One of Globe-Wernicke’s illustrated brochures will help 
convince your boss to get you anew STREAMLINER desk. 
Drop us a line today for a free copy.. 


Dept. 0. 


.without obligation. 


GL@Ospe- 


WERNICKE 





CINCINNATI 12, OHIO 











THE EASY WAY 


(Continued from page 26) 
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Say “Dennison” when you want the best in 
Addressing Labels + Mailing Labels « PRES-a-ply Labels 


To Save time Red Bordered Labels « File Folder Labels 


Mending Tape + Correction Stickers » Correction Tape 


in the office Notarial Seals » Gummed Seals, Stars, Dots, 


Reinforcements, Index Tabs « Index Divider Sets 
Coin Mailing Cards + Paper Fasteners « Key Tags 


.. US? THE Inventory Cards + Metal Rim Tags + Shipping Tags 


DENNISON 









AT YOUR STATIONER’S 


MANUFACTURING COMPANY 


Framingham, Mass. 





Wouldn't You Like to Try Something Different — 


and Progressive — in Carbon Paper ? 


You know the usual story about carbon papers—good “‘write,”’ clean 
copies, good manifolding, long wear. These are qualities which 
should, of course, be present in all better-grade carbon papers, just as 
they are present and taken for granted in Kee Lox Grip-N-Pull. But 
Grip-N-Pull goes on where ordinary better-grade carbons stop. 

Yes, Grip-N-Pull goes on to give you automatic alignment*— no 
more stacking or jogging your carbon and copy paper. And it goes on 
to give you automatic rotation* which means uniform copies and 
longer wear. And it goes on to give you that wonderful feature, auto- 
matic warning of last typing lines, the bugaboo of many even long 
experienced operators. 

Advantages like these make Grip-N-Pull different, and different in a 


way that makes it easier and pleasanter to use—hence progressive too. 


There's a Kee Lox branch salesman, or a Kee Lox dealer salesman near 
you who'll be glad to demonstrate Grip-N-Pull. Just fill out the coupon, 
attach to your firm’s letterhead and mail. We'll do the rest. 


KEE x. MANUFACTURING COMPANY 


Carbon Papers and Inked Ribbons 


OVER 50 YEARS OF GOOD IMPRESSIONS 





*Through the potented economizer box. 


ee ee ee 7 
| KEE LOX MANUFACTURING COMPANY | 
| | 
Dept. TS6, Rochester 1, New York | 
| Without obligation, please send salesman to demonstrate Kee | 
| Lox Grip-N-Pull Carbon Paper | 
| | 
| Name | 
| | 
| Company | 
| | 
Street | 
| 
7 City State ; 
L a) 
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SELF-INDEXER j 





SAVES SPACE, 
TIME—LABOR—MATERIALS 
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Plastic “SELF-INDEXER’’, 
(shown above), becomes... 
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Any Card Inserted Into 
AICO’S Transparent... 


An Index Guide 
At Guide Height! 


it’s The New, Faster, More Economical 
Way To Index Your Card Files! 


With AICO’s new, transparent, plastic, ““Self-Indexer’’, you can make 
in seconds, an Index Guide out of any card in your file. Just slip the 
card into the double lip at the top anc the slot at the bottom of the 
“Self-Indexer’’, and, the combination becomes an Index Guide, at 
guide height, %” above the other cards. Made of heavy gauge plas 
tic, the “Self-Indexer’’ won't chip, crack, split nor tear. In 4 sizes, 
including Tabulating card size. Special sizes made to order. 


FREE: Write Dept. 50 For Free Sample, 
“Ad EG literature, & name of your nearest supplier. 
44-16 23rd St., Long Island City 1, N. Y. 


INDEXES 426 S. Clinton St. 





Chicago 7, Illinois 

















Thin is the pencil for mel” 
SEMI-HEX 


with NEW 
LANOLIZED 
LEAD 


. . . You’re bound to say 
this about Semi-Hex with 
new LANOLIZED LEAD 
. . . first time you try it. 
Because you'll discover that 
here is the smoothest office 
pencil ever .. . perfect for 
shorthand and general 
office work. 


==> 






CARBO—WELD 
LANOLIZED LE 







yk 


Make the test . . . on an 


unconditional money-back | 4% 
guarantee. Get Semi-Hex 3 
with new LANOLIZED (gj 
LEAD today! At leading (§& 
stationers. © 





— 


Write us, Dept. S, for a free trial pencil, 
naming your favorite degree. 


5 Degrees: 1-2-2-2/4-3-4 
Fine Pencils since 1889 


GENERAL PENCIL COMPANY 
Jersey City 6, New Jersey 















BEAUTY BUYS 


Bourjois brings you 
three distinctive moods 
in summer fragrances 
—“On the Wind,” an 
amber-colored cologne 
with a fresh floral and 
citrus scent; “Spice ‘n 
Ice,” a crisp, exhila- 
rating combination of 
florals and spice guar- 
anteed to give you a 
refreshing pickup on the warmest and most humid summer day; 
and “Frosty Mist,” a delightful floral bouquet of apple blossom, 
lilac, rose muguet, and jasmin. Regularly priced at $2 each, these 
fragrances are offered at a special price of $1 until August. 


As bright and_ spar- 
kling as its name- 
Toni’s new “Crystal 
Clear White Rain” 
shampoo. This prod- 
uct, the first natural- 
color shampoo in cleat 
liquid form, is an addi- 
tion to Toni’s popular 
“White Rain” lotion 
shampoo. Available in 
an easy-to-grip bottle, 
Crystal Clear White " 

Rain cleanses thor- 

oughly and rinses out to leave the hair soft, shining, and easy to 
manage. It contains no added coloring and no thick, hard-to- 
rinse oils. New Crystal Clear White Rain costs 35 cents for 1% 
ounces; 60 cents for 3% ounces, and $1 for the 7-ounce size. 





As fragrant as a bou- 
quet of freshly cut 
flowers — Houbigant’s 
“Quelques Fleurs” toi- 
let water. A l-ounce 
bottle of the floral 
fragrance and a tiny 
cluster of flowers are 
tucked into a tiny im- 
ported French basket 
of natural straw. Also 
included—a booklet on 
flower arrangements that features pictures of seven arrange- 
ments in color and do-it-yourself details for reproducing them 
in your own home. Perfect gift item or shower favor. Modestly 
priced at just $1.75 plus tax. 


Pond’s “Angel Face” 
now has a new look— 
new case, new formu- 
la, and new color. The 
slim, tapered, tortoise- 
shell case features a 
hidden hinge that 
won't catch or snag 
other items in your 
handbag and will hold 
the mirrored lid at any 
angle you prefer. An- 
gel Face itself has a 
new formula containing an exclusive blend of three precious beau- 
ty oils. The triple-creamed result is a smooth, flattering make-up 
with “stay-fresh” color that does not absorb moisture from the 
skin. Available in eight softly muted shades for $1.25 plus tax. 
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MY FAIR OFFICE LADY 


(Continued from page 28) 





ing business hours or in front of the staff. 

One gory story we heard, apropos of first-name 
calling, deals with a large advertising agency. Vice- 
presidents were coming out of the woodwork and 
first names went for everyone, right up to the board 
chairman. One day a caller asking for a “VP” was 
told he did not work there. Three days later the 
receptionist was called on the carpet by a man 
known to her only as “Jim.” The poor girl was fairly 
new in the office, had never heard “Jim’s” last name 
—and had sent away his most important client! 

10. Be the “fair lady” for your boss. It is not up 
to you to pass judgment on his manners—or anyone 
else's. It is just possible, however, that if he is a 
very informal type you can often preserve his dig- 
nity with conservative callers, by alerting him—in 
a subtle way—to any breach of etiquette he may be 
about to commit through lack of time. 

11. Limit personal phone calls even if you are al- 
lowed this privilege. This, too, is a point of ethics. 


You MAY HAVE MANY specific questions about good 
manners, depending on your individual circumstances 
and the temperaments of your co-workers. Consult 
any good book of etiquette first. If you don’t find the 
answer, try your personnel manager. Failing even that, 
write us a letter—we'll be glad to poll our experts 
on your special case. 

Remember that the most important part of office 
manners is vour attitude toward others. Courtesy and 
consideration are due your boss and your fellow 
workers because of their jobs, regardless of how 
A surly attitude, 
an unfriendly mien, a slight even to the most ill- 
tempered 


vou feel toward them personally. 


associate is unforgivable. Even if you 
worked with the gruffest old curmudgeon you would 
be bound by your own personal standards of good 
manners to sav a cheery “Good morning” and a pleas- 
ant “Good evening” and to accept with good grace 
any job rightfully delegated to you. And you would 
do so without criticizing or complaining. 

You spend more than half your waking hours at 

vour job. What you do in the office necessarily af- 
fects your behavior with your family and _ personal 
friends. Don’t let yourself develop bad manners that 
may spoil social relationships. 
Goop MANNERS make the difference between a 
skilled drudge and a skillful executive secretary. No 
girl ever made it to the top on typing and shorthand 
alone. Neither did she make friends and influence 
people by letting them in on nasty office gossip or 
by “playing politics.” Nor did she find happiness by 
being stiff, stilted, pinched, and superior. 

The successful secretary, the happy woman, has 
poise born of natural, beautiful manners and con- 
sideration for others—all others. 
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ORDER FROM YOUR DEALER—OR MAIL COUPON 


I. T. MORRIS CO., Box 126, Canandaigua, N. Y. 


Enclosed is $1.50. Please send, postpaid, | full-size can of 
Morris Type and Platen Cleaner. | understand you'll refund 
my money if I’m not completely satisfied. 


Name 





Firm Name 





Address 





Dealer Name 
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Sy you ll come down from that cloud 


for a moment, Young Lady... 


. we'd like to point out that your wedding is going to need some real, down-to- h\ 
earth planning. \ 
We would also like to point out that THE NEW EMILY POST’S ETIQUETTE / ‘ 
the complete guide to both simple and formal weddings—tells you everything you 7, 
will need to know to make your wedding truly perfect. v 
And after the wedding, you'll refer to THE NEW EMILY POST’S ETIQUETTE 
again and again, for ideas on entertaining in your home . . . for authoritative wf 
guidance on dinners, theatre parties, christenings, receptions, social correspondence, A! 
announcements . .. in short, for every social situation. 4 
As a bride and as a homemaker, you can’t make a better investment than in a 
copy of THE NEW EMILY POST’S ETIQUETTE. $5.50. 

Cr 7 ; ; \ 
Cally Pith \ > 
, A 
II OLE ITE | 
! 
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At your bookstore or direct from 


___ FUNK & WAGNALLS 153 East 24th Street, N. Y. 


te 
.) 
\ 
\ 
~ wm 
ike 
ce 














makes 


NEAT 
ERASURES 


with a 


RUSH- 


=F YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








Order from your Dealer 
or send 50¢ and 
name of dealer to 
i The Eraser Co., Inc. 
. 1068 S. Clinton St., Syracuse 4, N. Y. 
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(Advertisement ) 


Remarkable Speed Achievements 


Through Phonograph Records 


Why is everyone turning to phono- 
graph records for speed building? 
Repetition practice is the answer. 
Rhythm and poise in writing is more 
easily developed. This reduces waste 
motion between strokes. Consequent- 
ly the hand moves faster. Students 
are quick to profess the ease with 
which they move from 60 to 80 to 
100, and up to 120 through brief 
practice sessions from phonograph 
records. This is accomplished by a 
series of timed dictation “takes” pro- 
gressively arranged to permit the stu- 
dent to graduate from one speed to 
another as her efficiency progresses. 
This system has had remarkable re- 
sults as shown by the quick up- 
surge in speeds among those students 
who have used records. Usually the 


entire system is used from 60 to 130 


wpm, thus effectively combining pen- 
manship drills with speed practice. 
For further information regarding 
this amazing new method of increas- 
ing shorthand speed, see important 
message on page | of this magazine. 


Dictation Disc Co., 170 Broadway, New York, N. Y. 
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Here’s a remarkable development—a 
duplicating machine that prints on both 
sides of a sheet simultaneously! The Da- 
vidson Perfecting Dual-Lith (Model 255), 
using a single, inexpensive offset plate, 
will produce clean, snappy halftones and 
sharp line work—as well as certain multi- 
color work. The two-sided automatic op- 
eration accommodates all weights of paper 
in sizes from 3 by 5 inches to 8% by 11 
inches. The machine will also imprint in a 
single operation and discharge conven- 
tional one-sided duplicated material. 

Davidson has also perfected a new im- 
printing plate that is made of flexible 





metal. Called “File-A-Plate,” it can be 
conveniently filed in regular vertical card- 
file space. Self-contained labels permit 
quick locating. 

For complete information on the David- 
son Perfecting Dual-Lith and the File-A- 
Plate, write to the Davidson Corporation, 
Dept. TS, 44 East 23 Street, New York 10, 
New York. 


Dress up your mail with these new Bol- 
ind “Post-Haster” Labels that are de- 
signed to add distinction to your corre- 
spondence. Labels come in books of 50 
and are printed in red and blue on white 





gummed paper (% by 1% inches). There 
are five books in each plastic box. Assorted 
pack has two Air Mail, two First Class, 
and one Personal Please book—a total of 
250 labels. Each carries a little drawing 
that illustrates the message. Price, only 75 
cents. From Bruce Bolind, Dept. TS, 82 
Bolind Building, Montrose, California. 
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Made to last a lifetime—the SuperVision 
: “500” Office File Folder is constructed of 
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heavy-duty manila that may be used over 
and over. Built-in color signals and remov- 


EMPLOYMENT AGENCY DIRECTORY 


1 , . 5d em ttl nots % : Are you looking for a new job? On this page, every 
= able, easy-to-type-on identification cards month, you'll find listed reputable employment 
are readily seen from all angles—to change = agencies that can help you solve your job-hunting 


problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 


files, only the contents need be removed 
and new name cards typed. Necessitates 
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le | Jobs 100 Per Cent Free At . . 
' HELPMATE Planning Relocation? Contact 
| iaenann 6 Cede A-1 EMPLOYMENT SERVICE 
; oa te _—, my pes M: songer 1409 National Bank of Commerce Building 
now use. Standard size, 9 by 11% inches; OP 0 25.49 Bor Nour : e: 
ee 7 8 So. Michigan Ave. FRanklin New Orleans 12, Louisiana 
unconditionally guaranteed not to wear Chicago 3, Illinois 2-6875 50 Yeon Sane Mhieeinenes Canal 4301 
out. For additional information, write to 
Business Systems Division of SuperVision, 
Inc., Dept. TS, 735 Carnegie Avenue, NEW YORK 
Cleveland 15, Ohio. PROVISO EMPLOYMENT SERVICE 
| O . se Sone Fifth Avenue Publishers 
ur specialty is providing topflight sec- Madi A “nd” A i 
4 Ries — ln nits retarial positions in the Chicago Area. adison Avenue gencies 
An — — — : iis a ay Employer pays tee. Radio City-Rockefeller Plaza Firms 
yping mistakes on Hemlock Erasable pa- 23 North Fifth Avenue Fil » 405 
per. Said to have “near perfect” erasable lei ae, pag ae ate wae CAREER OPPORTUNITIES 
jualities, this paper is made in all popular sear aneS, Siinate oe 
( < es, Ss « Cc Ss « ; « 8) « 
weights and combines all of the qualities MORAN AGENCY 545 Fifth Avenue NYC 
of rag-content paper. Typing does not DENVER 
= smudge or smear when paper is used in SAN FRANCISCO 
bs conjunction with the proper ribbons and fn i - 
junction with the prop | [SECURITY EMPLOYMENT SERVICE 1 any nae tale Sor 
vit carbon paper. Erasures leave no tell-tale - 6 se olen oun wht 
“ a . : ; . ae = e secretary's ‘‘Jo enter!’’ Mrs. Smith was 
ghost marks be hind; and, after twenty 6 deeteener tell betes canta Ais cuuttee- WESTERN EMPLOYERS SERVICE 
d- four hours, typing is completely fast to the ment agency ; seeeseee, understands your many for the fast te oflles onsiliens 
; om : ase . at problems. Confidential interviews. Write for Ow metiehins 
A - i r ee a pe Gail nt — Come . - information and contract data. San Francisco's Largest 
n. Ww ute only. For urt er In ormation, eee MRS. MARIE SMITH, Owner } NO FEE AGENCY 
0. to The Pengad Companies, Dept. TS, Pen- 1312 Broadway AM 6-1968 as | 995 Market St. DOuglas 2-5486 
gad Building, Bayonne, New Jersey. 
MIAMI SAN JOSE 
i1- ' New Tru-Site “almost invisible glass 
. aber! vag awe y problem of a APGAR AGENCY COME WEST, YOUNG LADY! 
2 noying light glare and creates a resttu Main Office: 207 Langford Bidg., Miami . a ‘ 
30 atmosphere under fluorescent, incandes- ae Cronies S088 Oe Tee Gatn Sees eS ee 
77 7 ety . SW Branch: 220 Miracle Mile, Coral Gables 
te cent, or natural sunlight. The nonglare “Our Seventeenth Year of Dependable Service’’ SAN JOSE PLACEMENT AGENCY 
desk top gives a restful, transparent, non- MIAMI REPRESENTATIVES 210 South Ist St. San Jose, California 
reflective surface that brings out the Russell Kelly Office Service Home of Ford, Gen. Elec, 1B M, Lockheed 
beauty of the wood, yet provides a pat- Temporary Office Work, Week, Month or more. and hundreds of others ° 
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High School, Coshocton; 
Dorothy Ss Bechtol, 
teacher 


School Commodore; 
Mrs. Dorothy Rairigh, 
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oo : Mepham High School Local School, Sardinia Saint Catherine High 4 a 
= fe Sellmore ; Alara Schroe ul Mary Aathryn School Du sois Sy Virginia 
bs i 7 der, teacher Bachman, teacher Francis de Sales, High School, Chatham; 
1 . <4 Central School, Dryden Higt School Shreve teacher inn Bell, teacher 
j Edna B Webster, rern Jones, teacher Holy Rosary High School, 
Ait : teacher Madison Township School, Scranton Sy. M. Dan 
* —— ell : Letchworth Central School, rotwood Mrs iva ielle, teacher - . a 
j Gainesville Mra. Doris Benn, teacher West Virginia 
hail ry W. Anatt, teacher High School, Waterford > . ° High School, Harpers 
e ; j Laura C. Sharp, teacher South Carolina Ferry;  Mergaret TS 
- ‘ . . ° , tiracey, teacher 
i North Carolina Hanne High School in School of Business, Hunt 
* 8 High School, Cramerton; Oklahoma D. Gambrell and Mary ington Mra, Walter E 
Carrie Hickman, teacl *h Scl , ' McConnell, teachers Cass, teacher 
High School, Beave Mra 
W er Ed Higt H. W. Huguley, teacher 
est Ldgecom be igh . 
School, Rocky | Mount South Dakota Wisconsin 
ouisianne rdle, . 
tu treo Oregon Provo High School, Igloo; Aquinas High School 
' t S 2 
re Marythurst College, Maryl- a - y R. Spets, aie Sr. M. Judine, 
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ng Gni - “a " ioe Ohio High School, Columbia; High School, Bowie: 
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82 to lru-Site Division, De arborn Glass Com inn Wagg, teacher Purchase Line High las; Sr Mary iegina, Natrona County High 
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Fussclman 
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INDEX 


Adaptability—-Mark of a good 
secretary, 10 F 

Advertising secretary, 11 N, 
22 M 


Aerojet—General Secretary, 15S 


Age of specialization, The, 29 M 

Air travel, 20, 23 May 

Aircraft secretary, 155 

All about you (survey of To- 
day’s Secretary readers) 168 

Allen, Steve (television star), 
118 


American associations, Encyclo- 


pedia of, 12 F 
American Management Associa- 
tion's management informa- 
tion service, 2 M 
Andrew, Jane, Petronilla, 18 N 
Application photos, 58 A 
Appointment with Today’s Sec- 
retary, 
sobbitt, Barbara (Indianap- 
olis), 15, 20, 33-37 A 
Underhill, Ginie (Rich- 
mond), 11, 25-33 N 
Architectural terms in Gregg 
Simplified, 16 May 
Are you shelf-conscious? 23 F 


Around the world in my posture 


chair, 38 O 

Art of being a good copycat, The, 
19 J 

Art of making friends, The, 15 J 

Ashton, Dorothy, 
It's time for lunch, 51 F 

Ask the experts, 6-8, S: 6, 8, 54 
O: 6,63N;:5,.6D:43J:4,6F 
1-6, 54 M; 4-6, 63 A; 6-8 May; 
1-6 Ju 

itomic-energy terms in Gregg 
Simplified, 33 D 

Automation and you, 23 M 


Automotive terms in Gregg Sim- 


plified, 22 N 


Awards, 
Bookkeeping, 43, 44 F; 45 M; 
international contest 3 A 


} 

Filing, 38S; 43, 44 F: 43 A 

Shorthand, OGA, 37 S: 41 O 
34 D: 45 M; 43 A: 37 May 
Speed, 37 S: 41 O; 43 N; 40 
J: 43, 44 F: 45 M: Theory, 
11 0; 40 Ju 

Transcription, 37 8; 41 O; 43 
144N:40J; 43,44 F 

Typewriting, CT, 38 S;: 42 O 
44 N: 43, 44 F: 45 M: 43, 44 
A; OAT,38S: 420; 40 J; 43 
44F: 45 M: 43 A; TAT, 44 
N; 43, 44 A: rules, 43, 44 A 


Banking terms in Gregg Simpli- 
fied, 16 J 

Barber, A. W., 
What makes a good secretary, 
9A 

Basic Principles of Parliamen- 
tary Law and Protocol, 40 

Basics for beauty, 34 J 

Battle, John Stuart (former Gov- 
ernor of Virginia), 13 N 

Baxter, Jane (secretary and 
manager of Painted Pony 
Ranch), 43 May 

Be habitually neat, 48 N 
seauty: custom-made, 32 J 

Beauty Buys, 46 S, 60 N, 62 F, 
61 A, 56 Ju 

Beauty is as beauty does, 32 N 

Bedford, Laura C., 
Leather terms in Gregg Sim- 

plified, 38 M 

Berger, Norman (secretary, 
Grey Advertising), 26 F 

Bibliography of reference books, 
24,50 F 

Big Scoop, The, 24 J 

Bi-lingual Secretary, 48 D 

Bird in hand, A, 50 N 

Blakeslee, Lee (girl with bosses 
by the dozen), 15S 

Bobbitt, Barbara (secretary-in- 
training at Indiana Business 
College, Indianapolis), chosen 
for Appointment with Today’s 
Secretary, 15, 20, 33-37 A 





300k reviews, 4S,40,5N, 48D, 
145 J, 12 F, 64 M, 62 A, 56 May, 
9 Ju 
Boss Speaks Out, The 
Allied Van Lines and Chelsea 
Allied of New York, 5 May 
Dan River Mills, 9 A 
Dennison Manufacturing Com- 
pany, 9 N 
Graham Accounting and Sta- 
tistical Corporation, 10 O 
Houlton, William, & Asso- 
ciates, 2 D 
Manpower, Inc., 11 M 
Remington Rand, 9S 
Studebaker-Packard Corpora- 
tion, 10 F 
White Frost Chemical Com- 
pany, 7 J 
Bosses by the dozen, 158 
Brandillo, A, E, (director of 
New Orleans Chamber of Com- 
merce), 27 O 
Braverman, Doris (secretary to 
Steve Allen), 118 
British secretary vs. American, 
2D 
Broker's secretary, 18 M 
Bruckner, Ray, 
Strategy, 42 M 
The Gimmick, 218 
Bruner, Ruth, 
Have typewriter... . will 
travel! 25 May 
Burke, Michael (executive di- 
rector, Ringling Brothers cir- 
cus), 14, 50 M 
Burns, Loyd, 
Rainy day, 25 A 
Business and Professional Wom- 
en's Club, 45 M 
Business English, 
A or an F.H.A, note? 5 M 
Abbreviations, 6 S, 6 O, 14 N, 
6 D 
Address for professor emeri- 
tus, 4 M 
Adjectives, 14 J, 6 M, 8 May 
Adverbs, 14 J 
Affect and effect,6 A 
All of or all the? 7 May 
An ora”? 5M 
And or €?5A 
Antecedents, 22 May 
Capitalization, 26 M 
Choice of words, 18 O; 4,14. 
6 F; 5, 6, 26 M; 5, 27 A 
22 May 
College outline in Business 
English (Leedy), 12 F 
Colon and question mark to- 
gether? 6 May 
Comma between route and box 
number’? 63 N 
Comma with complimentary 
close? 4 A 
Common and proper nouns, 
26 M 
Company, singular or plural? 
6M 
Complimentary closing for 
letter to a personal acquaint- 
ance, 4 J 


oO 


Correct usage, 5 M, 27 A, 7 


May 

Correct verb, 8O;14N:4J: 6, 
54 M; 22 May 

Date-month-year permissible? 
6A 

Days and months, 10 D 

Definitions, 14 8S, 14 N, 10 D, 
14 J, 18 F, 26 M, 27 A, 22 May 

Dictionaries, 5 N, 62 A 

Division or divisional? 6 M 

Division of words, 148,60 

Double punctuation—colon 
and question mark, 6 May 

Effect and affect,6 A 

er, or, ar,5.6D 

-er or -re, 18 F 

Fish, singular or plural? 4 F 

Foreign expressions, 10 D 

Gender, 14 J 

However, should not begin 
sentence, 6 F 

“H. S.,"" Meaning of, 6 D 
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Business English (continued) 

Hyphens, 10 D 

In or un? 18 F 

Incomplete and uncompleted, 
iF 

Is or are? 4J,6,54M 

L, double or single? 10 D 

Letters of appreciation, 4 8; 
57 N: congratulation, 4S, 16 
N; refusal, 16 N; sympathy, 
16 N; ‘thank you,"’ 16 N 

Negatives, 148 

New words and phrases, 62 A 

Nouns, 14 J, 4 F; 6, 26 M 

Nouns as adjectives, 6 M 

Organization or organization- 
al? 6M 

Paragraphing, 6 D 

Participial-phrase letter clos- 
ings, 6 O 

Per cent, when to use sign, 85 

Photostat or photostatic’ 
8 May 

Phrases, 62 A, 22 May 

Plural or singular nouns? 4 F, 
6 M 

Plural or singular verb? 4 J; 
6,54 M 

Prefixes, 18 O,6 D, 18 F 

Presumably and presumedly, 
6 F 

Pronouns, 14 N, 26 M, 22 May 

Pronunciation, 10 D,5 A 

Punctuation, 7 S, 63 N, 4 A, 


6 May 

Question mark with colon, 6 
May 

‘‘Re”’ prefix, When to hyphen, 
6 D 


Route, How to pronounce, 5 A 
Salutation to a mixed board of 
directors, 48 May; to a per 

sonal acquaintance, 4 J 
Should and would, 8 O 
Singular or plural noun? 4 F, 


6M 

Singular or plural verb, 4 J; 6, 
54 M 

Sir or M1 > 7 May 


Spelling, 148; 180; 14N; 5, 10 
D; 14J; 18 F; 26 M; 27 A; 
22 May 
Suffixes, 5,.6D:18 F 
Superfluous words, 148 
Tense of verbs, 14 N 
Title distinctions, 8 O 
Verb forms, 8 O; 14N; 4 J; 6, 
54 M; 22 May 
Who or whom? 26 M 
Writer's name or ‘‘the writ- 
er,’ in a business letter, 5 M 
Wizardry of Words, 56 May 
Business girl basics, 34, 35 A 
Business Training College 
(Pittsburgh, Pa.) training en 
gineering secretaries, 2 O 
Business-vocabulary matchups, 
14 (55) J 
Butner, Kay, 
Age of specialization, 29 M 
Art of making friends, 15 J 
Diplomatic touch, 178 
For beginners only, 15 N 
How to ask for a raise, 21 F 
I like my boss, but...’°11 D 
Problem of the older em 
ployee, 23 O 
Time for a change, 11 Ju 
Vacations can be fun, 21 May 
Value of education, 11 A 
Butterick patterns, 30, 318 
Calling professional secre- 
taries,’’ 2 M 


Capital versus small letter, 26 
M (54) 

Career-girl classics, 34, 35 F 

Career-Minded Clothes, 30 F 

Carr, Jean (Jonathan Logan de 
signer), 19S 

Cartoons and spots, 6, 8, 27, 28S: 
6, 8, (Lubko) 55 O; 6, 49 N: 
1.6, 6 BD: 4B s3 4 €& ee 
(Townsend) 58 F: 4,6 M: 4, 6, 
56A: 6, 8, 45, 51 May: 4. 5, 6, 
60 Ju 
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Code: 
The capitals after page num- 
bers refer to month of issue. 
Shorthand entries are itali- 
cized. 


Cavallina, Irene (office manager 
of Panda Prints and secretary 
to Rosalind Welcher and Fred 
Slavic), 7 D 

Certificate of vocational compe- 
tency, The, May 37 

Certificates and pin awards, 37, 
38 S; 41, 42 O; 44 N; 34 D; 45, 
46 M; 37, 38 May; see also 
Awards 

Certified Professional 
taries (CPS), 45 M 

Certified Professional Secre 
taries’ institute, 53 O 

Chamber of Commerce secre- 
tary, 27 O 

Changing doubles, 26 (54) M 

Characteristics of good notes, 
39 J 

Charney, Evelyn (secretary to 
Jonathan Logan’s David 
Schwartz), 185 

Chemical company secretary, 7J 

Christmas with castanets, 37 D 

Circus secretaries, 13, 50 M 

Civil Service secretary, 20 M 

Clock watchers, 30, 3158 

Clothes with a double life, 26 
28 N 

Competent typist speed tests, 
10 S, 44 O, 46 N, 38 D, 42 J, 
16 F, 48 M, 46 A, 40 May, 46 Ju 

Concerning days and months 
10 (40) D 

Contests, 1, 34 D; 2A 

Contracts, 6 A, 6 May 

Cook, Helen E 
Architectural terms in Gregg 

Simplified, 16 May 
Correction, please, 20 N 
Correspondence, 
Announcements, 4 8 
Bread-and-butter letters, 16 N 
Common Sense in Letter 
Writing, 4 O 

Condolences, 16 N 

Congratulations, 48, 16 N 

Dating letters, 6, 63 A 

Good-will builders, 57 N 

How to Write Impressive Let 
ters, 64 M 

Introductions, 48 

Invitations, 48 

Letter Perfect (Dictaphone 
Corporation), 64 M 

Letter styles, 8 O 

Letter-writing advice, 4S; 16, 
57 N: 64M; 62 A 

Notes to Dictators (Sound 
Scriber), 62 A 

Paragraphing, 6 D 

Participial-phrase closings, 6 
oO 


Secre- 


Salutations for personal-busi 
ness letters, 4 J 
Social-business letters, 16 N 
Social correspondence, 4 8 
Thank-you's, 4 8; 16, 57 N 
Third person form O.K.? 5 M 
See also Business English and 
Typewriters and Typing 
CT certificates, see Awards and 
Competent typist speed tests 
Curling cues for a smart set 
32 8 


Da Costa, Marjorie, 
Psychology terms in Gregg 
Simplified, 22 O 

Damages recoverable, 4 F 

Data about diamonds, 21 Ju 

Dateline: Hollywood, 24 O 

DeLaval, Dorothy 
Seniority, 51 M 

Demane, Vincent, 

To keep or not to keep, 49 F 
Dictation A la carte, 21 J 
Dimmick, Maria 

Jump im, giris 

fine! 19 D 

Secretary—-Western style, 43 

May 

Dip up the compliments, 51 A 

Diplomatic touch, The, 17S 

Discharges, reason for, 2 M 

Doctor's secretary, 19 M 


the pool is 


61 








Dodd, Tom 
The ‘“‘Don't care” 
11M 
Don't care’ attitude, The, 11 M 
Down the home stretch, 43 F 
Dreyfack, Raymond, 
Miss Murphy and the serpent, 


attitude, 


31 F 
Duarte, H. D., 
What makes a secretary pro- 


fessional? 10 O 
Dutton, James, 
Atomic-energy terms in Gregg 
Simplified, 33 D 


Phasy does it, 39 Ju 
Easy Way, The, 24 Ju 
Editorial secretary, 20 M 
Efficiency starts at your desk 
19 F 
Embezzlement controls, 48 
Engineering-office secretary, 15 
Ss 
Engineering secretaries’ train- 
ing, 20 
Englebardadt, Stanley, 
Secretary in six languages, 
277 O 
Enterprise, Inc., 25 F 
Esterbrook Pen Company's na 
tional Gregg Shorthand con 
test, 1D 
Evans, Evelyn, 
Efficiency starts at your desk, 
19 F 
Filing can be fun! 23 A 
Five o'clock sparkle, 17 J 
Quiet, please !!! 27 M 
Every day is ‘‘rent”’ day, 30M 
Executive Furniture Guild of 
America contest for secre- 
taries, 2 
Experience, please! 248 
Explorer's secretary, 15 F 
Extra Ounce, The, 26 May 


Fatt, Arthur C. (president, Grey 
Advertising), 26 F 
File and forget, 56S. 56 O, 64 N, 
56 J, 64 F, 64 A. 60 Ju 
Filing, 5 N, 5 D, 18 J. 49 F, 58 
M, 4, 6, 23 A, 6 May 
Filing can be fun! 23 A 
Filing problems, 49 F 
Financial secretary, 18 M 
Five o'clock sparkle, 17 J 
Flash reading, 26 S, 28 O, 48 N, 
18 D, 28 J, 30 F, 44 M, 22 A 
26 May, 39 Ju 
Flaum, Doloryes (secretarial 
supervisor, Grey Advertising 
Agency), 26 F 
Fly through the air, 20, 23 May 
Follow-up files, 5 D 
Food engineering terms im 
Gregg Simplified, 38 A 
For and about legal secretaries 
61 N 
For beginners only? 15 N 
Foreign job possibilities, 25, 
53 May 
Four-o'clock sag,'' 27 M 
French, Marilyn, 
10 ways to get along with 
your boss, 22 J 
Frosch, Adrienne, 
The art of being a good copy- 
cat, 19 J 


Gallop, Dr. George, 13 O 

Geographic filing problems, 6 
May 

Geographic 
14 (63) N 

Gimmick, The, 218 

Girl and an idea, A, 22S 

Girl of the Century, 13 May 

Girl with a dream, 15 A 

Girl with a future—the public 
stenographer. 16 D 

Good Looks section, 29-31 S, 29 
31 O, 25-28 N, 25-27 D, 29-31 J 
33-35 F, 33-35 M, 33-35 A. 27 
29 May; 29-31 June; see also 
Fashion, Grooming 

Goss, Dr. Leonard J. (director 
of animal hospital at Bronx 
Zoo), 15 Ju 

Graded readings, 
Chapters 1-2, 26 S; 1-3, 30 F 
1-4, 28 O, 44 M; 1-6, 48 N. 22 
A; 1-8, 18 D, 26 May; 1-10, 28 
J, 39 Ju 

Grammar, see Business English 


spelling demons, 


62 


Grass is always greener, The, 
14M 
Gregg corrective slide, 37 S, 41 
0, 40 D 
Gregori, Ruth, 
Basics for beauty, 34 J 
Grooming, 
Choosing the right clothes, 
37 M 
Complexion Q's and A's, 30 
May 
Dental kits, 36 S, 34 May 
Diedre beauty routine, 33 J 
Dresden look, 32 Ju 
Eye make-up, 28 D 
Facial make-up, 32 O, 33 J 
Hair—highlighting with color, 
36 F; setting, 32S 
Hairdos, 32 S, 36 A 
Lipstick, 33 O, 8 N, 32 Ju 
Make-up, 32 O, 32 Ju 
Manicur-ette, 32 May 
Pin curls, 328 
Powder, 33 O 
touge placement, 32 O 
Sun Bronze look, 32 Ju 
Wardrobe planning, 56 May 
Wearlon nylon dip, 33 May 
See also Beauty Buys 
Guarantee or Guaranty, M 4 
Gutiérrez-Najera, Marguerite, 
(secretary to A. E. Brandillo 
director, New Orleans Cham- 
ber of Commerce), 27 O 


Habley. Barbara, 
Handle with care, 28-31 A 
Your type is showing. 18 Ju 
Hale, Margaret, 
Experience, please! 24S 
Handle with care, 28-31 A 
Have a successful new year! 
39 J 
Have typewriter.. 
25 May 
Here are ‘‘ants’’ to begin with, 
18 (54) O 
Hiding place, 48 A 
Hill. Ann (secretary to A, W. 
Barber), 9 A 
Hochstein, Rollie 
Girl of the Century, 13 May 
It's Christmas all through the 
year, 7 D 
9 to 5 at the zoo, 15 Ju 
She knows how you'll vote, 
13 0 
What's my line? 18S 
Hocking, R. H., 
Split-level secretary, 118 
Hodgini, Joe (secretary in legal 
department, Ringling Broth- 
ers), 14,50 M 
Hoffman, Jeanne (secretary to 
general programming execu- 
tive of National Broadcasting 
Company), 18 M 
Holof, Georgia Gray, 
My fair office lady, 27 Ju 
Holof, Robert, 
Import-export terms in Gregg 
Simplified, 22 F 
Home secretariat, 48 
Hosk, Virginia, 
A matter of age, 52 F 


. will travel! 


Houdini? Secretary or, 27 J 
Houlton, William, 
The secretary—American vs. 


3ritish version, 2 D 

How to be the new girl, 24M 

How to treat the new girl, 25 M 

How to write short notes for the 
boss, 16 N 

How well do you know your 
dictionary, 18 (58) F 

How would you translate it? 
10 (40) D 

How's your telephone etiquette? 


27 & 


Howland, H. T., 
Automotive terms in Greyg 
Shorthand, 22 N 
Hudgins, Gerri, 
Beauty is as beauty does, 32 N 
Secretary with a double life, 
11 N 
Two lives with a single plan, 
29 N 
Huggard, Edith, 
Television troubles, 38 D 
Hugghart, Betty (secretary to 
the Chief of the Recruitment 
Branch of the U.S. Depart 
ment of State), 20M 


TODAY'S SECRI 


I like my boss, but,..''11D 

I set my sail for shorthand, 37 J 

Ideal secretary, recipe for, 5 
May 

Import-export terms in Gregg 
Simplified, 22 F 

‘‘In’’ or ‘‘un,"’ 18 (58) F 

Indeed, there's a difference! 10 
(40) D 

Indexing and filing compound 
geographic names, 6 May 

Information and unusual serv- 
ices, (directory), 45 

International Co-operation Ad- 
ministration jobs, 53 May 

Is it -er’’ or ‘’-re’’? 18 (58) F 

Is it ‘for,’ ‘fore,’ or **‘Four’’? 
18 (54) O 

Is it ‘‘who” or ‘“‘whom’’? 26 
(54) M 

It isn't all study, 20 A 

It's all in the mind, 23 N 

It's all in the practice, 21 D 

It's Christmas all through the 
year, 7 D 

It's time for lunch, 51 F 


James, Frances, 
bird in hand, A, 50 N 
Jay, Elizabeth, 
A touch of diplomacy, 26 F 
Bosses by the dozen, 1558 
Dictation A la carte, 21 J 
Scholarships for the secretary 
of tomorrow, 49 N 
Job hunting tips, 15 N, 57, 58 A 
Job performance analyzed, 17 J 
Johnson, Loraine, C.P.S., 
Never a dull moment, 44 J 
Johnston, Maud (secretary to 
J. D. Silberman), 7 J 
Jollon, Mary 
Automation and you, 23 M 
Correction, please, 20 N 
Girl, A, and an idea, 228 
Girl with a dream, 15 A 
Girl with a future—the public 
stenographer, 16 D 
Office head lines, 36 A 
Part-time secretaries, full- 
time value, 19 O 
Siesta in Mexico, A, 12 J 
Ski week in Canada, A, 13 J 
Take a tour, 17 May 
Temples, tombs, and type- 
writers, 15 F 
Jump in, girls 
fine! 19 D 


the pool is 


Kauzer, Dr. Adelaide, 
Along the Santa Fe trail, 40 
May 
Work and leisure, 440 
Key to OGA marking, 34 D 
Keys to Etiquette for the Busi- 
ness Girl, 64 M 
Kooker, Mildred (sécretary to 
Stanley Slotkin, head of Ab- 
bey Rents), 30 M 
Kress, Dorothy Ann (secretary 
to the manager of Bayway Re- 
finery of Esso Standard Oil 
Company), 22 M 


Law, 4, 6,8S; 4,80;6N;4J; 
4,6,12 F: 4M; 6A; 6, 7 May 

Leather terms in Gregg Simpli- 
fied, 38 M 

Legal secretaries, 61 N; 21, 45 
M; 2 May 

Let color go to your head, 36 F 

Letter writing, 4 S; 4, 6, 8 O; 
16, 57 N:; 6 D: 4 J; 5, 6 M; 
62 A 

Liability for falsehoods, 4 J 

Life on Capitol Hill, 200 

Logan, Mary (secretary in Phil- 
adelphia branch office of Cook 
& Son, Inc.), 21 M 

Loring, Helen (supervisor of 
the 20th Century Limited 
hostesses), 14 May 

Losses through frauds, 12 F 


Macrae, Duncan 
Adaptability—Mark of a good 
secretary, 10 F 
Male stenographers, 4 J 
Markey, Alan, 
Something for the birds, 35 
May 
Markley, Mary, 
Christmas with castanets, 37 D 
Every day is “rent’’ day, 30 M 
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Martier-Raymond, 
No white elephants in your 
closet! 36 M 

Masculine or feminine? 14 (55) J 

Matter of age, A, 52 F 

Matthews, Lisa, 
Enterprise, Inc., 25 F 

Medical secretary, 48 D, 19 M 

Meyer, Erma (secretary to 
Lloyd Morgan, manager of 
Ringling Brothers and Bar- 
num & Bailey circus), 13 M 

Mind your business, 28 O 

Miss Murphy and the serpent, 
31 F 

Modern boss needs super-secre- 
tary. 9S 

Moving Made Easier, 62 A 

Murphy, Sheila (secretary-host- 
ess on the 20th Century Lim- 
ited), 13 May 

Museum curator's secretary, 18 
M 

My fair office lady, 27 Ju 


National Association of Legal 
Secretaries, 61 N, 45 M, 2 May 

National Legal Secretary of the 
Year, 2 May 

National Secretaries Associa- 
tion, 2S; 53 O; 2, 45 M; schol- 
arships, 49 N; survey on 
bosses’ “‘peeves,’’ 22 J 

Never a dull moment, 44 J 

Niedenthal, Leone (department- 
store secretary), 19 M 

9 to 5 at the zoo, 15 Ju 

No white elephants in your clos- 
et! 26 M 

Noise control, 27, 28 M, (B. F. 
Goodrich sponge rubber, 
Owens Corning fiberglas), 59 
M 

Noyes, Marion, 
Are you shelf-conscious, 23 F 
Today’s Secretary goes to 

Life, 9 J 

Travel with ease, 23 May 


OAT, see Order of Artistic Typ- 
ists 
OAT tests (junior and senior) 
39 S, 43 O, 45 N, 36 D, 41 J, 
45 F, 47 M, 45 A, 39 May, 48 Ju 
Offers binding if accepted be- 
fore withdrawn, 6 May 
Office equipment, processes, and 
supplies, 
Addressing machines, 28, 31 A 
Carbon sheets (Ditto Hi- 
Gloss) 53 A 
Cleaners: Waterless skin 
cleaner, 53 A; type cleaners, 
(Mighty-Kleen) 8 N; (Bud, 
Clar-O-Type, Dee-R-Tee, 
Faber, A. W., Kleen-Type, 
Morris, Ritz, Speed-Mo, 


Star, Typex), 18-20 Ju;> 


type cleaner manufacturers 
(directory), 20 Ju 

Collators, 29 A 

Copyholders, (Cop-e-eez) 42 
S, (Speedwrite) 55 F 

Dictation machines: Audo- 
graph, 58 M; Edison Voice- 
writer secretarial, 46 J; 
Gray remote dictation-tran- 
scription equipment, 58 M; 
Peirce Secretary, 53 M; 
SoundScriber *'200,"" 42 S; 
Stenocord, 53 A 

Dixon experiments in pencil 
needs for duplicating, 34 
May 

Duplicating ink (Diagraphy, 
inkless), 46 J 

Duplicating process manufac- 
turers (directory), 54 J 

Duplicators: Azograph, 20 J; 
Chemograph, 20 J; Dial-a- 
matic auto-stat, 42 S; Dick, 
A. B., mimeograph, 20 J; 
Ditto offset duplicator, 19 J; 
gelatin duplicator, 19, 20 J; 
Heccokwik Cub, 55 F; Heyer 
Conqueror, 19 J; Hunter 
Cub photocopier, 55) F; 
“Printing press" for sten 
cils, 55 May; Rex-Rotary, 
(D-280) 53 M, 54 May, (M-4) 
55 May; spirit duplicator, 
19, 20 J; Verifax signet 
copier, 55 F 
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Office equipment continued) OGA (penmanship) tests, 38 S Public stenographer 1, 16, 48 D Secretarial practice (continued) 
yur Electronic tabulating control, 12 O; 44 N; 34, 40 D; 40 J; Rate chart, 17 D, 2 F Erasing techniques, 20, 21 N 
; for new IBM typewriters, 144 F; 46 M: 44 A; 38 May; Public stenography, 1, 16, 17 D, Errors to be copied or not? 
J 62 N 49 Ju; Contest copy, 34 D 2F 4F 
} Erasers (Eraserstik, Jet, One or two M's” 14 (55) S Publicity and how to gain it, 40 Etiquette, 4J,6N,64M 
Klenzo Rubacore, Rush Open letter to a ‘‘southpaw,”’ Publishing secretary, 11 N Fatigue prevention, 17, 18, 
FybRglass, Softex, Van 56 A 50 J 
Dyke, Venus) 20, 21 N Open letter to ten secretaries, Qualifications personified—Your Gum chewing allowable? 4 J 
to File guides. (Duofold ‘*‘Plus- 9N career résumé, 58 A Handling calls,78 
of Tab’’), 53 A Order of Artistic Typists (OAT), Qualified comments, 14 (55) J How to ask for a raise, 21 F 
ur- File signals (Graf-Lok), 42 S Awards, 38 S: 42 O; 40 J: 43 Quiet, please!!! 27M Introducing visitors, 54 O 
I Folding machine (Print-O- 44F:45M: 43 A Quinn, June (convention chair Introductions, proper form of 
Matic). 29 A Tests, 39 S, 43 O, 45 N, 36 D man of National Legal Secre- 63 A 
nt, Hectograph duplicating, 19, 41 J, 45 F. 47 M, 45 A, 39 taries Association), 2 May Invitations, handwritten or 
20 J; Spirit or gelatin type, May, 48 Ju Quinto, Rita (Jonathan Logan typewritten? 88 
re- 20 J Order of Business Efficiency publicity director), 208 Letter placement problems, 
Holders: Labels (Hol-dex (OBE), 41, 42 0: 44 N; 45 M 78 
self-adhesive label holder), Order of Gregg Artists (OGA), Rader, Charles, Letters now allowabls in 
st- 52 A: memos. 8 N: scratch Awards, 37 S, 41 0, 34 D, 45 M It's all in the mind, 23 N package mail, 46 O, 4 D 
m- pads, 4 D; telephones (Rest- 13 A, 37 May It's all in the practice, 21 D Mailing instruction, place 
a-phone), 52 A Tests, 38 S: 42 O: 44 N; 34, Radio secretary, 18 M ment of, 75 
18 409 D: 40 J: 44 F: 46 M; 44 Rainy day, 25 A Mailing Memos, 5 N 
Indexes: Self-indexer guides, A; 38 May; 49 Ju Reading Improvement for Meeting callers, 7 8, 6 F 
53 M; telephone, (Bates) 32 Ottley, Margaret, Adults, 45 J Mr. on carbon-copy"’ nota 
D, (Tel-a-redi) 4 D Be file-wise, 18 D Reading speed drills, 26 S, 28 tions, 6 F 
va | ‘Integrated data processing,”’ Be habitually neat, 48 N O, 48 N, 18 D, 28 J, 30 F, 44 Mr. or Mrs. on bank checks 
ay (film), 55 F Career-minded clothes, 30 F M, 22 A, 26 May, 39 Ju allowable? 4 F 
rhe i Easy does it, 39 Ju Recipes, 5, 13 N; 51, 63 F; 51 A Notifying employer of visi 
q Label makers (directory), 31A Extra ounce, The, 26 May Redeeming certified checks, 4 M tor’s arrival,6F 
ia Labels: Carbon interleaved, Grass is always greener, The, Refund for gift. 8S Noting special instructions on 
ol- 29 A First-class mail en- 14 M Refusing to accept delivery not letters, 75 
on : closed,”"" 46 O, 4 D gzim- Mind your business, 28 O actionable, 8 O Office friendships, 15 J 
4 mick,’' 29 A: message, 29 A; Plan now, succeed later, 265 Rental company stenographer, Office manners, 24, 25, 62, 63, 
Shipping (carbon-backed), “Thank you for calling . ge 30 M 64 M, 27 Ju 
nt- 29 A 28 J Resourcefulness—Acid test of a Office short cuts, 5 N 
Lamps: Telephone, 46 J; You, too, can write! 22 A good secretary. 7 J Opening personal mail, 4 A 
typewriter, 46 O Rifkin, Morris W Opportunities, 2, 16-22 M—in 
OSs- Letter openers, 30 A, 52 A Parliamentary law, 40 Open letter to a ‘‘southpaw,”’ Advertising, 22 M Civil 
Mailing machines, 29, 31 A Parol contracts, 7 May 56 A Service, 20 M; the fine arts, 
F. Mastersets, black, for Ditto Part-time secretaries, full-time Rivenburgh, Raymond (custom 18 M;: industry, 22 M; law, 
er, 53 A value, 19 O clothes designer), 37 M 21 M: medicine, 19 M; pub 
59 Matrix dispenser for Verifax Pasqualini, Francois, Roache, Patricia (secretary to lishing, 20 M; radio, 18 M 
signet copiers, 55 F I set my sail for shorthand, Edward K. Thompson), 9 J retail stores, 19 M; stocks 
ographing, 19, 20 J 37 J Road to Better Driving, 56 May and securities, 18 M; tel 
F teners, 30 A Passports to successful careers, Roses for Miss Pitts, 23 D vision, 18 M; travel agen 
to et duplicating, 20, 54 J 37 S Roy, Adele (secretary to Sheilah cies, 21M 
il sharpener (Boston- Pavlu, Roberta G., Graham), 24 O Protocol, 40 
ette), 53 A Hiding place, 48 A Public stenographi« rates 
Pencils: Chalk (Hand-gieni Roses for Miss Pitts, 23 D Sail the seas, 19 May 17D,2F 
yp- ymatic), i Magic The big scoop, 24 J Salama, Eileen (secretary to Dr Receptionist’s duties, 6 F 
cer, 4D; magnetic pen- The taming of ‘“‘Sergeant’’ Wendell Phillips), 15 F Record storage, 49 F 
yr) Peterson, 41 F Same letters, different order 
J ht for duplicating Pennie, Jeanne, 26 (54) M Salutation for several women 
Ju s, 34 May Beauty: custom-made, 32 J Sandwich fillings, 51, 63 F 6M 
: ss, A. T., ball-point Pepe, Philip S., Schneider, Peter A Screening the boss’ calls, 7 
52 A; Paper Mate ‘‘Capri”’ Modern boss needs supersec- Open letter to ten secretaries, 8S 
nd piggyback, 8 N retary,9S 9N Second-page running head 
PhonAudograph recording, 58 Peppy, 46 A larships for the secretary 6D 
LA M Personnel-office secretary, 15S omorrow, 49 N Secretarial requirements, 59 
1i- Photocopying, 42 S, 55 F Personnel touch, The, School days for secretaries, 53 O F, 2, 16, 18, 19, 20,24 M,9A 
Piggy bank, 8 N Age of specialization, 29 M Schramm, Jr., Louis Secretary what justifies 
in Postage meter, 30 A Art of making friends, 15 J Tact A basi ingredient the title? 5A 
rs Reference books needed. 23 F Diplomatic touch, 17S 5 May Stencil addressing, 28 A 
id, Ribbon conditioner, 53 M For beginners only, 15 N Schwartz, David (chairman Telephone technique, 7, 27 8 
ee, Ribbons: Twin Pak Royal How to ask for a raise, 21 F board of Jonathan Loga 5N 
pe, typewriter ribbon, 46 J I like my boss, but "11D 18 S Temporary office help, 25 F 
lo, Scales: Hanson post-office Problem of the older en Secretarial-course program at Title of dictator in signaturs 
as scale, 46 O; mail and parcel ployee, 23 O IBC, 16 A f personal-business letters 
ers post, 30, 31 A Time for a changes 11 Ju eecretarial practice 5 D 
Sealers, 30 A MultiSealer, Vacations can be fun, 21 May Accident prevention, 50 J Type cleaners, 18 Ju 
30. 31 A Value of education, 11 A Addresses in carbon-copy n Secretary American vs. Britis} 
42 SecTray, 22S Petronilla, 18 N tations’ 6 F ersion, 2 D 
Smith-Corona electric porta- Phillips, Dr. Wendell (pres Addressing techniques, 28 A Secretary Girl of the year, 
lo ble, 4 D dent of the American Foun Appropriate dress, 6 N 16 M 
Ce ; Stands Dictating machine dation for the Study of Man) Assistant Manager’’ and Secretary-——Western style 43 
J | (Luxco), 52 A: office ma- 15 F Assistant to the Manager May 
in chines, 52 A Phony definitions, 14 (63) N 8 O Secretary in 
M ; Stencil correcting equipment, Pickled roquefort dip, 51 A Attention ndicia, 6 D Abbey Rents office, 30 M 
M ; (fluid) 55 F: (X-acto knives) Pin awards, 41, 42, 44 O; 44 N Blind-carbon-copy notations Advertising, 11 N, 26 F, 22 M 
S; 35 May pop-out” repairs, 15, 46 M 60,4J.6A GA 
5 D Place, Irene, Businesses that offer best op Aerojet-General office, 15 8 
cil Stencil duplicating, 19, 20 J Your niche in business, 48 M portunities for male ste Chamber of Commerce, 27 O 
34 ‘ 28, 29 A Plant, Barbara (secretary-sales nographers, 4 J Chemical company, 7 J 
! Sten-O-Aide,’’ 53 M assistant to a securities br« Callers, 758, 540,6F Circus, 13 M 
ly, i Stik-tack, 55 F ker), 18 M Carbon pies sting names Civil Service, 20 M 
X-acto knives for correcting Pointers on packing, 10 May of recipients, 8S Dan River Mills, 9 A 
ic- stencils, 35 May Political scientist's secretary Carbon copies for people at Department store, 19 M 
Office head lines, 36 A 13 O same address a) Engineering office, 15 S 
J; Office shopping center, 42 S, 46 Positive versus negative att Carbon paper as ri ai Fashions, 18 § 
a O, 8 N, 4 D, 46 J, 55 F. 53 M. tudes, 43 A 6D Law office, 21 M 
k, 52 A, 34 May, 58 Ju Power, Donald Clinton Cleaning techniques, 18 Ju Oil company, 22 M 
J See also Office Equipment How's your telephone etl Clerical pool's duties, 8 May Panda Prints, 7 D 
J Office short cuts 5 N quette? 2758 Company name in close f let Personne! office. 158 
J OGA, see Order of Gregg Artists Practice makes perfect short- ter? 8S Publishing, 11 N 
rer OGA Contest announcement hand, 43 N Copying handwritten maté« Radio, 18 M 
ter 34 D, 39 J, 43 F, 45 M; copy, Private Secretary and Her Job, rial, 4 F Railroad, 13 May 
F; 34 D;: prizes, 35 D, 39 J, 38 is D Courtesy, 64 M Southern States Co-operative 
n May; report, 40 Ju; rules, 35 Problem of the older employee Date all notes and memos, 68 Inc., 11 N 
ry. D: winners individuals. 40 The, 23 O Desk arrangement, 20 F State Department, 20 M 
1) Ju; schools, 42 Ju; honorable Protocol, 40 Drawer arrangement, 18 D Television, 11 8. 18 M 
pr, mentions schoo! division (blue Psychology terms in Gregg Sim Duplicating, 19, 20, 54 J; 28 Tire and rubber company, 15 8 
ret seal) 52 Ju, (gold seal) 44 Ju plified, 22 O 29 A Travel agency, 21 M 
(red seal) 44 Ju Public speaking, 64 M Envelopes—long or short? 8 O Zoo, 15 Ju 
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Secretary in six languages, 27 O 
Secretary or Houdini? 27 J 
Secretary to 
Allen, Steve, 118 
Corwin, William M., 11 N 
Gallop, George, 13 0 
Goss, Dr. Leonard J., 18 Ju 
Morgan, Lloyd, 13 M 
Phillips, Dr. Wendell, 15 F 
Schwartz, David, 188 
Thompson, Edward K., 9 J 


Wiley, Senator Alexander, 
20 O 
Secretary to 


Broker, 18 M 
Cook & Sons (Philadelphia), 
21M 
Doctor, 19 M 
Editor, 20 M 
Explorer, 15 F 
Greeting cards manufacturer, 
7D 
Hollywood columnist, 24 O 
Jonathan Logan, 18 S 
Life magazine editor, 9 J 
Museum curator, 18 M 
Political scientist, 13 O 
tental agent, 30 M 
tingling Brothers manager, 
13 M 
U. S. senator, 200 
Veterinarian, 18 Ju 
Secretary with a double life, 
11 N 
Secretary with the 
show on earth, 13 M 
Secretaryship as a Career Field 
i8 D 
Senator's secretary, 200 
Seniority, 51M 
She knows how you'll vote, 13 O 
Short for what? 14 (63) N 
Shorthand, 
Anniversary VS. 
plates for TS,5 M 
Application and obligation, 
forms for, 6 May 
Awards, see Order of Gregg 
Artists 
Bi-lingual Secretary, 48 D 
Bordeaur and Marseilles, 
forms for, 6 O 
Brush-up suggestions, 37, 38 
May 
Clockwise a in named, why, 
6M 
Confuse and reduce, 4 A 
Contests, 1, 34 D 
Dictation records, 21 J 
Diphthongs, 4A 
Ellipse, basis of Gregg alpha- 
bet, 8 May 
Forms for names governed by 
pronunciation in Webster, 


greatest 


Simplified 


60 
Longer outlines, reason for, 
6N 
Longer outlines have _in- 


creased speed, 6, 63 N 
Penmanship drills, 23 N, 21 D 
Short cuts, 5 N 
Speed building, 21 J 
Speed tests, 37 S: 41 O; 43 N; 

40 J; 43, 44 F: 45 M 
Study methods, 37 S, 23, 43 N; 

21 D, 39 J, 43 F, 37 May 
Technical terms, 22 O, 22 N, 

33 D, 16 J, 22 F. 38 M, 38 A, 

16 May 
Tests and drills, see Flash 

readings, OGA tests, Tran- 

scribing Speed Practice 
Theory tests, 41 O 
Vocational competency, 37 
May 
Vocabulary development, 43 N 
See also Order of Gregg 
Artists, Rader, and Ulrich 
Shorthand Reporting as a Ca- 
reer, 48 D 
Siesta in Mexico, A, 12 J 
Signing job application makes 
no contract,6A 
Signing letters for the boss, 6 N 
Silberman, J. D., 
Resourcefulness—Acid test of 
a good secretary, 7 J 
Silver, Kenneth (owner Services 
Unlimited, Inc.), 25 F 
Simple, or parol contracts, 7 
May 
Single or double L? 10 (40) D 
Ski week in Canada, A, 13 J 
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Slagle, Evelyn K, C. P. S., 

Around the world in my pos- 
ture chair, 38 O 

Slotkin, Stanley (head of Abbey 
Rents), 30 M 

Smith, Eula Mae (organizer of 
first legal secretary associa- 
tion) 61 N 

Smith, Mary (SecTray paten- 
tee), 228 

Something for the birds, 35 May 

Something to remember, 40 N 

Special meanings in phrases, 22 
(45) May 

Specialization, The age of, 29 M 

Speech-making suggestions, 64 
M 

Speech outlines for all occa- 
sions, 64 M 

Spelling, 14 S, 18 O, 14 N, 5, 10 
D, 14 J, 18 F, 26 M, 27 A, 22 
May 

Spending guides, 62 A, 56 May 

Split-level secretary, 1158 

Splitting words, 18 (54) O 

Sports Atlas of America, 45 J 

Spring is in the air, 35 M 

SS, meaning of, 68 

Standard Vacuum Oil Company 
adopts automation, 23, 58 M 

State Department secretary, 20 
M 

Statement of ownership, man- 
agement, and circulation, 47 D 

Stenographic occupations, 48 D 

Stewart, Marie M., 
How to write short notes for 
the boss, 16 N 

Strategy, 42 M 


Surveys, (bosses’ ‘‘peeves’’) 22 
J; (employment) 2 May; 
(noise abatement), 59 M; 


(pencil needs) 54 May; (secre- 
tarial job opportunities) 16 M; 
(TS readers’ report) 16 §S; 
(work performance) 2 M 


TAT, see Typing Accomplish- 
ment tests 

Tact: A basic ingredient, 5 May 

Take a tour, 17 May—by air, 20 
May; land, 19 May; _ sea, 

19 May 

Taming of “‘Sergeant’”’ Peterson, 
the, 41 F 

Tape recorder, How to use, 64 M 

Tarantola, Rose Marie (secre- 
tary at Bronx, New York, Zoo, 
15 Ju 

Television secretary, 11S 

Temples, tombs, and typewrit- 
ers, 15 F 

10 ways to get along with your 
boss, 22 J 

“Thank you for calling...’’ 28 J 

They all end with ‘‘eat,”’ 18 (58) 
F 


They rhyme with “horse,"’ 22 
(45) May 

This cat has ten lives! 14 (55) S 

Thompson, Joy (secretary at 
Ogilvy, Benson, and Mather, 
advertising), 22 M 

Time for a change, 11 Ju 

To keep or not to keep, 49 F 

Today’s Secretary Goes Shop- 
ping, 34 S, 34 O, 34 N, 14S, 30 
D, 35 J, 38 F, 39 M, 39 A, 32 
May, 34 Ju 

Today’s Secretary goes to Life, 
oJ 

Touch of diplomacy, A, 26 F 

Transcribing speed practice, 41 
S, 45 O, 47 N, 39 D, 43 J, 47 F, 
49 M, 47 A, 41 May, 43 Ju 

Transcription center at Stanvac, 
68 M 

Travel by land, 19, 23 May 

Travel with ease: AAA services, 
24, 50 May; cancellations, 24, 
50 May; confirmations, 24, 50 
May; credit cards (air, cal 
rental, food, gasoline, rail 
transportation, rooms) 23, 24 
May; hotel and motel guides, 
24, 50 May; ‘package vaca- 
tions,"’ 51 May; refunds, 24, 
50 May; reservations, 24, 50 
May; tipping, 51 May; travel- 
er’s checks, 24 May; Universal 
Travelcard, 24 May; Western 
Union room-finder service, 50 
May 


TODAY’S SECRE 


Troneck, Anne, 
Banking terms in Gregg Sim- 
plified, 16 J 
TV secretary, 18 M 
Two lives with a single plan, 29 
N 
Two new looks for summer, 32 
Ju 
Typewriter in Business, The 
(movie film by Remington 
Rand), 2 J 
Typewriters and typing, 
Air mail, placement of, 7S 
Alphabet as a typing speed 
drill, 6 D 
Asterisk, position of, 7S 
Attention lines, 6 D, 6 May 
Awards, 38 S; 42 O; 44 N; 40 
J; 43, 44 F; 45 M; 43, 44 A; 
40-45 Ju 
Blickensderfer typewriter, 4 
M 
Blind" carbons, 60,4J,6A 
Carbon-copy notations, 8 S, 6 
©O,43,6F, 6 A 
Carbon-copy smudges, Reme- 
dies for, 68S 
Company name on carbon 
copies, 4A 
Corrective typing drills, 17 O, 
13 D, 29 F, 19 A, 38 May, 


22 Ju 

Dividing names at end of line, 
6 O 

Electronically equipped IBM's, 
62 N 

Elite vs pica type typewriters, 
68 

Fingernail length for typists, 
5D 

Height of chair and table, 18 J 

Inside addresses, 5 M 

Letter placement problems, 7 
Ss 


Letter styles, 8 O 
Margins of legal papers, 4 M 
Music notes on the typewriter, 
4F 
Numbering pages of legal 
documents, 8, 48 May 
Placement problems, 7 S, 6 O, 
6 May 
Quoted matter, style for, in 
typing a letter, 6 F 
Registered, placement of, 75 
Rhythm development, 5, 6 M 
Second-page running head 
when inside address is be- 
low signature, 6 D 
Smudges on carbon copies, 6 
Ss 
Stencil repairing, 5 D 
Subject lines, 6 May 
Tabulating without arithmeti- 
cal calculation, 48S 
Tips to typists, 5 N, 45 J 
Typewritten signature place- 
ment, 60 
Typewriting tests, 39, 41 S; 
43, 45 O; 45, 47 N; 36, 39 D; 
41, 43 J; 45, 47 F; 47, 49 M; 
45, 47 A; 39, 41 May; 46, 48 
Ju 
Typing drills, see Fred Wing- 
er and Competent Typist 
tests 
“Typing Drills”’ (Lloyd, 
Rowe, and Winger), 38 May 
Typing speed on a portable, 
4F 
Underscoring on the machine, 
4A 
See also Equipment and Sup- 
plies, Order of Artistic Typ- 
ists 
Typewriting tests, 
Arrangement, see OAT tests 
Speed, see TAT and Compe- 
tent Typist tests 
Typewriters that “‘read,’’ 62 N 
Typing Accomplishment tests 
and awards (TAT), 44 N; 43, 
44 A 
Typing occupations, 48 D 
Typing Simplified (Remington 
booklet), 48 
Typing therapy, 
Correcting consistent error 
patterns, 18 A 
Correcting faulty hand pat- 
terns, 12 D 
Corrective techniques, 16 O 
Fighting distractions, 22 Ju 
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Machine manipulation, 28 F 
Ulrich, Florence Elaine, 
Advance your secretarial ca- 
reer, 45 M 
Certificate of vocational com- 
petency, 37 May 
Down the home stretch, 43 F 
Grand opening of the 44th in- 
ternational OGA _ contest, 
34 D 
Have a successful new year! 
39 J 
Passports to successful ca- 
reers, 378 
Positive vs 
tudes, 43 A 
Practice makes perfect short- 
hand, 43 N 
Results of the forty-fourth 
annual OGA contest, 40 Ju 
Your investment, 41 O 
Underhill, Ginie (secretary to 
William M. Corwin), chosen 
for Appointment with Today’s 
Secretary, 11, 25-33 N 
Unsimplified spelling, 18 (54) O 


negative atti- 


Vacation suggestions, 36, 56 
May; Winter, 12, 13 J 
Vacations can be fun, 21 May 
Value of education, The, 11 A 
Van Zandt, Virginia, 
Food engineering terms in 
Gregg Simplified, 38 A 
Vassar Institute for Women in 
Business, 53 O, 45 M 
Vocational competency certifi- 
cate, 37 May 


Wanted: Adverbs, 14 (55) J 
Bright eyes, 27 (63) A; Hy- 
phens, 10 (40) D; Vowels, 26 
(54) M 

Ward, Richard E. (secretary to 
Senator Alexander Wiley), 
Life on Capitol Hill, 20 O 

Wardrobe planning (ten rules), 
37 M 

Waterman, Helen, 

Dateline: Hollywood, 24 O 

What can I do about my com- 
plexion’? 30 May 

What inserting one letter will 
do, 27 (63) A 

What is a secretary? 2 M 

What makes a good letter? 45 F 

What makes a good secretary, 
9A 

What makes a secretary profes- 
sional’ 10 O 

What's my line? 18S 

Whitcomb, Helen 
Curling cues for a smart set, 

32 S 
Let color go to your head, 36 
F 


Lovely outlook for holiday 
fun, 28 D 
Make-up magic, 32 O 
Secretary with the greatest 
show on earth, 13 M 
What can I do about my com- 
plexion? 30 May 
White, Dorothy, 
How to be the new girl, 24 M 
How to treat the new girl, 
25 M 
Secretary or Houdini? 27 J 
Wiley, Senator Alexander, 20 O 
Will you be the office thief's 
next victim’ 43 O 
Winger, Fred, 
Typing therapy, 16 O, 12 D, 
28 F, 18 A, 22 Ju 
Wolter, Anne, Easy way, The, 
24 Ju 
Words can be teasers, 14 (55) S 
18 (54) O, 14 (63) N, 10 (40) D, 
14 (55) J, 18 (58) F, 26 (54) M, 
27 (63) A, 22 (45) May 
Work performance survey, 2 M 
Wright, Connie (secretary to 
Dr. George Gallop), 13 O 


Yarnell, Lucy Mae, 
Something to remember, 40 N 

You, too, can write! 22 A 

Your boss looks at your shoes, 
57 A 

Your Clothing Dollar (Money 
Management series, House- 
hold Finance Corporation), 
56 May 

Your type is showing, 18 Ju 
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Now...changing a ribbon is so clean and 


easy you can do it with white gloves on. 





It’s a snap! Lift out the old Twin-Pak... 


New Royal Twin-Pak ribbon 
comes rolled in two cases. 
Nothing to wind! Nothing to thread! 


drop in the new. No more smudgy fingers! 





ROYAL announces a brilliant new typewriter! 


Exclusive features include Twin-Pak, the clean and easy ribbon changer 


that takes the dirty work out of office typing 


Never before has a standard office type- 
writer offered you such brilliant typing 
speed and convenience...with such bril- 
liant-looking results. 

New Twin-Pak even makes ribbon 
changing a “‘cinch.’’ You do it in seconds 
and never touch the ribbon. So no more 
smudgy fingers. 

And Royal's new “brilliant action”’ is 
light as a whisper... fleet as a breeze. 
Keys have a faster, more comfortable 
“feel”. ..the touch is lighter, tailored to 
the length and strength of your fingers. 


Fact is, everything’s easier on this 


brilliant new Royal Typewriter. Paper al- 
ways goes in straight and square. Won't 
slip when you flip the paper release. 

A famous color stylist created those 
lovely Royal-tone hues to banish eye 
glare, brighten up your typing. In 
Cameo Pink, Sea Blue, Willow Green, 
Sandstone or Pear] Gray. 


Interested ? 
Drop a hint to your boss. Tell him 
this new Royal does more work .. . bet- 
ter-looking work... faster. Then prove 


it tohim. Call in your Royal Represen- 
tative for a free office trial. 
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Product of Royal McBee Cx rporation, world’s 


largest manufacturer of typewriters 








Why your shorthand is easier to write 
when vou use an HKSTERBROON pen 
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approved pen with repla ceable points. Just $2.95 











